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PREFACE 



This Manual describes the features and operations of the Formation 
Forms Management System for the TES-SO Model 4. (You can also 
use the Manual to learn the Formation program for the TRS-SO 
Model III.) The Manual explains the Formation program in easy 
work-related Steps, and some sections end with exercises that will 
help you to apply the features you are learning, (For some of these 
exercises, you will need to use the forms at the end of the Manual.) 

After you have learned how to use Formation, you can refer to the 
Ready Reference section (beginning on page 2 IT) when you just need 
to refresh your memory about a particular feature Or Operation. For a 
more detailed explanation in the text, you can look up one feature or 
operation in the Index. It gives you the page(s) on which the explana- 
tion appears. 



Model III Users 

If you are using Formation for the Model III, you should carefully 
review the information at the beginning of the Model III Ready 
Reference section (beginning on page 196). Here you will find a 
summary of the differences between the Model 4 and the Model III 
programs. For example, the Model III screen will display only 64 
columns instead of the 80 columns displayed on the Model 4. But 
because the Formation program has been designed for both systems, 
you will find only a few differences. In addition, the Model III Ready 
Reference includes the command sequences specific to the Model III. 
(For example, on the Model III, you use the GS) key instead of the 
(CTRL"! key.) You can use the Model III program on a Model 4, hut it 
will work as if the system were a Model III. 
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L WORKING WITH THE MODEL 4 



In order to iw the Formation- progTam. you must first know how to 
start up the Model 4 and how to work with its components: keyboard 
and screen, disk drive(s), and printer. You most also know how to use 
the THSDOS Format and Backup commands. 



Installation and Start-Up 

Naturally, your Model 4 must be installed ("up and running") before 
you tan load and use the Formation program. For information about 
installing your Model 4, see the Model 4 Owner's Manual. 

Make sure that you know how to start up the Model 4. For example, 
you must first turn on all peripherals. For information about starting 

up the Model 4, Fee the Model 4 On hit's Manual. 



Components 

Your Model 4 system should have at least a 64K, one disk drive, and a 
printer, Although you can use the Formation program with only the 
Formation program di skette and one disk drive, th e program diskette 
has a. limited storage capacity because of the space taken up by the 
program. Therefore, the program works more efficiently with at least 
one extra disk drive (drive 1) . If you ha ve t wo disk drives , you should 
store your "forms" and "answer files" on a data diskette in drive 1, 
You can use the progTam with as many as four drives, but always 
insert the program diskette into drive A. (You should work with a 
backup copy of the Formation program diskette at all times. Never 
use the original except to make backup copies.) 

You can use the Formation progTam with any of the following Radio 
Shack printers: the Daisy Wheel II. the DWP 410, or the DMP 2100. 
V^ The program offers many print capabilities. For example, you can use 

fractional spacing, or you can print answers bold or underlined. The 
three printers offer all the features you need for working with the 
program's print capabilities. 
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If you are using a Daisy Wheel printer, note that the examples 
assume a 10-pitch print wheel. The examples throughout this Manu- 
al were created for a Daisy Wheel II. If you have a different printer, 
the exercises that require you to print the answers on sample forms 
will not line up correctly. If this is so, you need to change the printer 
parameter on the sample forms to coincide with your printer and then 
begin the exercises, (For parameters, see page 97.) 



TRSDOS Format and Backup 

Before you use the Formation program, you must format a blank 
diskette and then make a backup copy of the program diskette. You 
can use the capy and thus avoid damage to the original. Therefore, 
you must know how to use two TRSDOS commands: Format and 
Backup. For information about Format, see the Model 4 Owner's 
Manual. For information about Backup, see the Model 4 Owner's 
Manual. 



MODEL 4 



Screen 



Brightness 
Cantos! 




Drive 1 



Drive 



Keyboard 



PRINTER 




r 



2. WORKING WITH FORMATION 



Even on a word processor, filling out preprinted forms (such as 
insurance claims, loan Applications, tax reports) is usually an awk- 
ward and time-consuming task. For example, preprinted forms often 
require you U> type repetitive information, to use arithmetic, or to 
adjust line spacing. Preprinted forma may also require you to answer 
questions in an illogical sequence (such as street address, followed by 
Social Security number, then city). What's more, positioning each 
answer in the correct apace ie often difficult.. 

Tho Formation program enables you to fill out preprinted forms 
quickly and easily. You process a form in two separate stages: first 
you create the form and then you fill out the form. (Each stage is an 
option on the program's Main Menu.) 



Stage 1. Create the Form 

Before you can fill out a form, you must "create" it. Of coune the 
person who fi lis out the form i s not necessari ly the person who creates 
the form. You may be creating forms for others to fill out, or you may 
be using the program only to fill out forms someone else has created. 
In this Manual, we will assume that you will be both creating forms 
and filling them out, 

You create a form by writing into the program the questions that the 
preprinted form asks. Then you set the print positions for the answers 
that you will enter when you fill out the form on the scram, For 
example, if thy form asks "Heme sold?" you can write tho question, 
"How many items were sold?" You then sot the print position so that 
tho answer (in this case a number) always prints at the correct place 
on the preprinted form. After you have created a form, tho program 
lists it in a Directory of Forms. 

t. Stage 2. Fill Out the Form 

Filling out forms in an exercise in "question* and answers." The 
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form, now in the program, "asks" the questions. You answer the 
questions by typing the answers. The program divides Stage 2 into 
two steps: 

1. Answer the questions ton the screen). 

You select the form you want from the Directory of Forms and then 
the program displays the questions from the form one at a time on 
the screen, You answer the questions by typing the answers After 
you answer all the questions, the program stores the answers in an 
answer file on the diskette. 



o 
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o 

2. Print the answers (on a copy of the original preprinted 
££ form). 

h^ After you have answered the questions and the program has stored 

>the answers, you can print them on the form, You insert a copy of 
the preprinted form into the printer and print the answers from 
^rt the answer file. The program positions each answer in the correct 

^^ place on the form. 

ft 



Stage 2 Screens 

Main Menu 

After you have loaded the Formation program, you select Fil! out a 
Form from the Main Menu. 

FORMATION 






1 . FBI out a For m 

2. Answer File Maintenance 

3. Create or Revise a Form 

4. Form File Maintenance 

5. Exit 

Make Your Selection (1-5}; 
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Directory of Forms 

After you have selected Fill out a Form, the program displays the 
Directory of Forma (with the heading FILL OUT A FORM) so that you 
can select the form you want to fill out. You select the form by 
"flashing" the name on the screen and then pressing [ENTER), The 
heading at the top of the Directory relates to the options that are 
available on the menu at the bottom of the screen. Although the 
directory does not change, the program will display different menus 
as you work with the forms (or answer files). 

In the Directory, you see a column heading for form name, the date 
the form was created, the date the form was last revised, and a 
description of the form. Under the column headings, you see a row for 
diskette information, including the diskette name, the drive number, 
and the amount of space available on the diskette. 
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FILL OUT A FORM 
Form name Created Revised Description 

diskette name- Drive: Space available: 



* 




Use arrows to flash diffefent forms, press ENTER to select form, 
or view next P age Or next D isk'' 



Directory of Answer Files 

After you have selected a form from the Directory *' Forms, the 
program displays the Directory of Answer Files, To the right- of the 
screen heading, you see the name of the form you have selected. 

The Directory lists each diskette and the answer files stored on it. In 
the Directory, you see a column heading for file name, the date the 
file was created, the date the file was last revised, the form that the 
file is Stored with, and a comment about the file. Under the column 
headings, you see a row for diskette information, including the disk- 
ette name, the drivo number, and the amount of space available on 
the diskette. 



DIRECTORY OF ANSWER FILES 
File name Created Revised 



Diskette name: 



FORM Selected: 
Witri form Comments 

Drive: Space available: % 









answer Q uestions, print C omplcted form, R evise answers 
view next P age or D isk, print A nswers 



Now, if you want to enter a new set of answers, you type GOD to select 
the answer Questions option from the menu at the bottom of the 
Directory. The program then prompts ynu to name and doseriho the 
new answer file. 



Name ol answer file? 

□ascription of answor file? . 



Answer Questions Screen 

After you have named and described the new answer file, the pro- 
gram displays each question from the form. To the right of the screen 
heading you see the name of the form. 

The program positions the cursor in the current-question area (in the 
middle of the screen}. When you have answered the current question, 
the program scrolls up the next question. 



No previous question 


ANSWERS FOR 


Question numoer; 


Kind: 


Answer 


' 




Next question no. 


iiwiii'iww 


Up-arrow to previous, down-arrow to next, shifl-arrow to first 
or last, CTRL- A to add or CTRL-D to delete characters 



Alter you have answered all the questions, the program store.-; the 
answers in the answer file you have named and returns you to the 
Directory of Answer Files. The Directory now lists the new answer 
file. You can print it or enter another set of answers. 



Loading Formation 

Before you use the program, mate a backup of the program diskette 
and then work with the backup. 



To Load the Program 
H^ 1. Turn on the Model 4. 

H 

_ -^ 2. Insert the backup of the program diskette into drive ft and 

^5 press the Reset button. 

H 

^^ 3. Answer the date prompt. 

^ Type the date in the format MM/DDT Y and press (IHTTffi . The 

Model 4 displays the day and date and then displays this message: 
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TRSDOS Ready 

4. Type CfDQDCBCD «nd press tEHTHfl . 

The Model 4 loads the Formation program. Now the program displays 
the Main Menu, 
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3. THE MAIN MENU 
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The Main Menu is the "gateway* to the program. You see it whenever 
you load the program. The Menu lists five options. 




FORMATION 



1. Fill out a Form 

2, Answer File Maintenance 



3. Create or Revise a Form 

4. Form File Maintenance 

5. Exit 

Make Your Selection (1-5): 



The Options 

Because you process a form in two stages, the Main Menu is divided 
into two parts: options 1 end 2 and options 3 and 4, Because you fill 
out forma more often than you create them, the Menu lists the options 
for that stage first. You use option 1 to fill out forms and option 2 to 
perform maintenance operations on your answer files. You use option 
3 to create forms and option 4 to perform maintenance operations on 
your forms. (You use option 5 to exit the Formation program,) 



Making a Selection 

To make a selection from the Main Menu, you simply type the 
number of the option you want. For example, to select Fill out a Form, 
type CE- To select Oeate a Foim, type GD. 
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4. DIRECTORY OF FORMS 



The program ho* two directories: the Directory of Forma, which litU 
and describes all the forms stored on the diskettes you are working 
wi th . and the D i rectory of Answer Files, wh kh 1 i sts and death be* a 1 1 
the answer file* stored on the diskettes. Both di redone* provide you 
with information about the diskettes. 



( 



When you select Fill Out a Form from the Main Menu, the program 
display* the Directory of Farms. The screen heading in FILL OUT A 
FORM. The foi lowing Directory shows that, the diskette named 
OFFICE 1 contjiinw three forms (OVERDUE, ACE, and CARE) and the 
diakctto named DATA contains four forms (HEALTH. BOOKS, copy, 
and 1040). 





FILL OUT A FORM 


Forni name Created 


Revised 


Description 


Diskette name: OFFiCEi 


Drive: 


Space availaao: 30% 


OVERDUE 7/1 f /83 


7/1 ZB3 


Notice ol fin© 


ACE S27/83 


7/14/83 


Invoke 


CARE 7/7,83 


7/(1/83 


Tax credit for oxpensos 


DiskoMo name; DATA 


Drive: 1 


Space available: 92% 


HEALTH 7^3,«3 


- 7/27/83 


InsurarKO ctaim 


BOOKS 10' 10 83 


10/1083 


Requisition forms 


OTpy ^13*3 


624/83 


copyright 


1040 7/1/83 


9/16.83 


Tax return 


Drive 2 not modified Jot FORMATION 




Drive 3 nol mediHod for FORMATION 





Use arrows to flash different forms, press ENTER to solect form, 
or view noxt P age or next D isk 



Diskette Information 

Within the limits of (he screen space, the Directory of Forms lists 
each diskette that you are working with and. under that, the forms 
that it contain*, (You can work with up to four diskette* at one time) 
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In the precedi n g D i rectwry, diskette OFFICE1 in drive fl has 30% of its 
space available and contains three forms. Diskette DATA in drive 1 
has 92% of its space available and contains four forms. Thus for each 
diskette, the Directory of Forms displays the following information: 

Diskette Name. The name of the diskette. 

Drive. The number of the drive that contains the diskette. 

Space available. The percentage of diskette space available for vise (to 
store more forms, for example). If the diskette space is full (0% space 
available), you cannot create new forms or revise existing forms. 
Also, if the available space is greater than 255 K [for example, if you 
are using a hard disk), the percentage indicator will not calculate 
correctly, 



Form Information 

The Directory displays four column headings; Form name, Created, 
Revised, and Description. Under each heading (after the diskette 
information), the Directory lists information about each form. 

Form name. The name of the form. (In the example, you have seen 
three names for drive 0(OVERDUE, ACE, and CARE) and four names 
for drive 1 (HEALTH, BOOKS, copy, and 1040). 

Cmaied. The date the form was created. 

Revised. The date the form was last revised. (If this date is the same 
as the created date, then the form has not been revised since the day it 
was created.) 

Description. A brief description of the form, (For example, the descrip- 
tion for the OVERDUE form is Notice of fine.) 



Directory Options 

At the bottom of the Directory, you see a menu of options that tell you 
how to select a form. We will discuss these options a little later. 
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5. DIRECTORY OF ANSWER FILES 



Each time you fill out a form, the program stores the answers in a 
separate answer file. For example, let's say you arc filling out the 
OVERDUE form for Jeff Kinzer. You have named the answer file 
"Kinzer" end answered the questions For that Form The program 
stores the answers in a Kinzer Answer File and: lists Kinzer in the 
Directory of Answer Files. As in the Directory of Forma, the Direc- 
tory of Anewoir Files lists each diskette that you are working with 
and, under that, the answer files that it contains. To the right of the 
screen title, you see the name, of the form that you have selected. For 
example, hero you see OVERDUE. 



DIRECTORY OF ANSWER FILES 


FORM selected: OVERDUE 


File name 


Created 


Revised 


With form Comments 


Diskette name: 


OFFICE! 


Drive: 


Space available: 30% 


Kimer 


11 a 83 


1 1/3 83 
. 10/10/83 


OVERDUE Jeff 


Pollack 


10/10 ■S3 


OVERDUE 10/10 


Lane 


5:27/83 


7/14/83 


CARE Jenni 


Luxenherg 


.. 7/7/83 


7/1 1/83 


OVERDUE Jan. . 


Diskette name: 


DATA 


Drive: 1 


Space available: 91% 


Novins 


7/23/83 


7/27/83 


HEALTH Peler 1 


Ellison 


■ 7/1 1 /83 . : 


7/12/83 


BOOKS Hartan 


Coleman 


. 8/18:83 i 


•'8/18/83 


copy manual 


Gordon 


1 D/7/83 : 


.11/13/83 


ACE tapes 1 


Drive 2 noi modified for FORMATION 




Drive 3 rot modified for FORMATJON 





answer Q ueslions. print C ompleted form. 
View next P age or D isk, print A nswers 



R ovlse answers 



Diskette Information 

Within the limits of the screen space, the Directory of Answer Files 
lists each diskette that you are working with. For each diskette, the 
Directory displays the following information: 
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Diskette name. The name of the diskette. 

Drive, The number of the drive that contains the diskette. 

Space available. The percentage of diskette space available [to store 
more answer files, for example). If the diskette space is full (0% space 
available), you cannot create a new form or revise existing answer 
fileB. Also, if the available space is greater than 255K (for example, if 
you are using a hard disk), the percentage indicator will not calculate 
correctly. 

Answer File Information 

The directory displays five column headings: FiLe name. Created, 
Revised. With form, and Comments, Under each heading, the Direc- 
tory Lists information about each answer file. 

File name, The name of the answer file. (In the example, you have 
seen eight answer files: Kinzer, Pollack, Lane, Luxenberg, Novins, 
Ellison, Coleman, and Gordon. 

Created. The date the answer file was created- 

Re vised. The date the answer file was last revised, (If the date is the 
same as the created date, then the answer file haa not been revised 
since the day it was created.) 

With form. The name of the form that goes with the answer file. For 
example, if you answer the questions for the form OVERDUE and 
name the answer file Kinzer, then the Kinzer Answer File is listed 

With form OVERDUE. 

Comments. A brief description of the answer file, (For the Kinzer ■ 
Answer File, the description lists the first name, Jeff.) 



Directory Options 

At the bottom of the Directory, yon see a menu af options available to 
you while the Directory is displayed. We will discuss these options a 
little later. 
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6. WORKING WITH THE DIRECTORIES 



When the program displays either the Directory of Form* or the 
Directory of Answer Files, you make two selection*: 

1. You select th* tntry (form or answer file) (hat you wont to work 
with. 

2. You select the action, (from the menu options at the bottom of the 
directory) that you want to perform on the entry. 

For example, to print answers from the KinzeT Answer File, you 
select tho entry Klnzer from the Directory. Then you aeUifit the action 
print Completed form from the options at the bottom of the Directory. 



DIRECTORY OF ANSWER FILES 
flte name Created Raised 

Oistotlo name; OFFICE! Drive: 

Kinzcr 11/3 83 11/383 

Pollack 10/10.63 10/1083. 

Lane 5/27/83 . 7/14/83 

Luxenberp/:. 7/7/83 7/11/83 
Diskette name: DATA . Drive: 

Novins 7/23/83 7/27/83 

Ellison 7/11/83 7/12/83 

Coleman 8/18/83 B/18/83 

Gordon . 10/7/83 11/13/83 

Drive 2 not modified [or FORMATION 
DrivG 3 not modified" for FORMATION 



FORM selected: OVERDUE 
With form ■ . Commenls 

Space available: 30% 
OVEROUE Jeff 
OVERDUE 10/10 
CARE ; Jennl. 
OVERDUE Jan. 

1 Space available: 91% 
HEALTH Pclor 
BOOKS Harlan 
copy manual 
ACE tapes 



answer Q uostions, print C ompleted form, R evlso answers 
view next P age or D Isk. print A nswers 



Displaying and Selecting Entries 

The Directory of Forms can display up to 19 forms at a time. The 
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Directory of Answer Files can display up to IS answer fik-.s at a time. 
( In c ithcr directory, the name of each diske I te di splayed counts as one 
entry.) When you display either directory, the program "flashes" 
(blinks on and off) the first entry. To select an entry other than the 
first, you must display the entry and then useCE orCB to move the 
flashing to that entry. Since the entry must be displayed on the 
screen before you can flash it, we will discuss displaying entries first. 

On the directories, the program lists the entries from each diskette in 
order of use : i t lists first the most recent entry you have worked wi th . 
For example, if you have worked with HEALTH today, copy yester- 
day, and BOOKS the day before that, then the program lislst them in 
that order for drive 1. 



( 





FILL OUT A FORM 


Focm name Created 


Revised 


Description 


Diskette name: OFRCE1 


Drive: 


Space available ; 30% 


OVERDUE 7/11/83 


7/12/83 


Notice Of fine 


ACE 5/27/83 


7/14.183 


Invoice 


CARE 7/7/83 


7/11/83 


Tax credit for expenses 


Diskette name: DATA 


Drive: 1 


Space available: 91% 


HEALTH 7/23/83 


7/27/83 ■ 


Insurance Claim 


copy 8/13/83 


8/24/83 ; 


copyright 


BOOKS 10/10/83 


• 10/10/83 


Requisition forms 


1MB 7/1 /&3 


9/16/83 


Tax return 


Drive 2 not modified lor FORMATION 




Drive 3 not modified for FORMATION 




f ■ 1 






Use arrows to flash different forms, press 


ENTER to select form. 


or view next P age or next 


Disk 


v '^i 
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Displaying Entries 

The program enables you to work with up to Four disk drives. When 

you display a directory, the program starts trie I i st of entries (forms or 

answer file*) wjth the most recently used entry on the program 
diskette i n drive , The directory has room on the screen for 1 9 entries 
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at a time. The name of each diskette counts as one entry. Thus, you 
may have one diskette name and 18 forma or answer files, or two 
■diskette names and 17 forma or answer files, and so on. Since a 
directory can display only 19 entries at a time, the form or answer file 
you want may not appear on the list because it is not among the first 
19 entries. Rather than using an arrow key to move entry by entry, 
you can use the options at the bottom, of the directory to display 
entries from the next page (19 entries) or disk. 

To Display the Next Page 

If the diskette you are working with contains more than 19 entries, 
request the next "page" to display the next 19 entries. 

Type CD for page. 

For example, assume that you are working" with three diskettes and 
you display the Directory of Answer Piles. The diskette in drive 
contains 4 answer files, the diskette in drive 1 contains 22 answer 
files, and the diskette in drive 2: contains 16 answer files, for a total of 
42 answer files. When you display the Directory, you see the 4 answer 
files from drive and the first 13 answer files from drive 1. (The 
names of the two diskettes are considered two entries.) Type CD to 
display the next 19 entries. Now you see the last 9 answer files from 
drive 1, the name of the diskette in drive 2 and the first 9 answer files 
from that diskette. Type CD again to display the last 7 answer files 
from drive 2, 

Here is how you display this "three-page" Directory: 

1. Type CD from the Main Menu. Then choose a form, ilk order to 
display the Directory of Answer Files. 

The Directory displays the name of the diskette in drive with the 
4 answer files from that diskette and the name of the diskette iu 
drive 1 with the first 13 entries from that diskette (for a total of 19). 

1 — Name of the diskette in drive 

2-i 

3 [- Answer files 1-4 

4 

5- 
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6- — Name of the diskette in drive 1 

a 

9 
10 

11 I—Answer files fi-17 
12 

13 
14 
15 
10 
17 
18 
19 J 



c 



2. Type CD to display the next "page" U« *•■; -s). 

The Directory displays the last 9 answer files from the diskette in 
drive 1 and then the name of the diskette in drive 2 with the first 9 
answer files on that diskette (for a total of 19 entries). 

l-i 

2 
3 

4 |- Answer files 18-26 
5 
6 
7 
B 

9-J 
10 — Name of the diskette in drive 2 

11-1 

12 

13 

14 

15 [-Answer files 27-35 

16 

17 

IS 

19 J 
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3. Type (ED (o display the next "page" (19 entries). 

The Directory scrolls up to display the last 19 entries, [t display* 
the last 2 entries on diskette 1 and all 16 entries on diskette 2 
(answer Tiles 25-12). 

^Answer file* 25-26 
2 J 

3— Name of the diskette in drive 2 

4- 

8 

t; 

7 

N 

'■) 
111 
11 
L2-I 
13 
i-i 
15 
n; 
17 
IS 
19-1 
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-Answer files 27-35' 



- Last 7 answer file* (36-42 > 
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To Display Entries From tMe Next Diskette 

Type 00 for diskette. 

For example, if lite directory is displaying the entries from the pro* 
gram diskette in drjvo 0, you can type QD to display the first 19 
on tries from tho diskette in drive 1 . You type dl a gain to di spl ay the 
first IS entries from drive 2, and so on. To return to the entries from 
drive 0, hold down SHHB and press @D, 

If you ore work i ng with floppy diskettes ( rather tho n a h nrd disk ). the 
program will search for entries only until it encounters the first 
empty drive. For example, if you have entries on the diskette in drive 
2 hut there is no data diskette indrivel. the program will not display 
the drive 2 entries because it has stopped its search at drive I. 

To Display the First 19 Entries 
Hold down (MED and press CB. 
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The program lists 19 entries, beginning with thefirst entry from the 
program diskette in drive 0. 

To Display the Last 19 Entries 

Hold down SHED and press (3D. 

The program lists the last 19 entries, ending with the last entry from 
the diskette in the highest-numbered drive. For example, if you are 
working with diskettes in drives 0,1, and 2, you can use SHIED (3D to 
list the last 19 entries on the diskette in drive 2. 



Selecting an Entry 

1. In the directory, display the entry you want 

2, Flash it. 

>\ Mines the flashing up one line at a lime. 
(3D Moves the flashing down one line at a time. 

After you have selected a form or answer Tile by flashing it. you. make 
a selection from the menu options at the bottom of the directory. 

Exiting a Directory 

To exit a directory and to return to the Main Menui 
Press SEESB. 

For example, when you select the Main Menu option Fill out a Form, 
the program displays the Directory of Forms. If you change your 
mind, press QiiKM) to return to the Main Menu. 



Clearing an Error Message 






The program will display an "error message'* if you press a wrong key 
or enter incorrect information. To clear the message, press T 
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7. TYPING IN FIELDS 
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A /Jeftf is like a blank on a form. It is an area where you type 
information. For example, as you answer questions to fill out a form, 
the program usually displays the question and then a Field for your 



.-Question 



Question number: 3 Kind: Text 

What is the borrower's card number: 



Answer: 



Raid 



You type the answer (for example, the borrower's card number) in the 
field. 



Entering Answers 

When the program asks a question and displays a field, it positions 
the cursor on the first space in the field. You simply type your answer 
and press [ENTER) . Pressing (ENTER! locks in your answer. You can type 
any combination of keyboard characters (in upper or lower case). In 
addition to the usual typing keys, you can use I CAPS I to type all letters 
in upper case. [See Using Caps Mods, 23.) 

For example, before you fill out a form, the program asks you to name 
an answer file. It provides a field after the prompt. 

Name of answer file? 



You type: a name Into trie field and then press (EBTifl) to lock in your 
response. 
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Field Length 

Field* have different lengths. Some fields, for example, are aswideas 
the screen. You can type up to 30 characters in these fields. In the 
following example, the name field is 16 characters long, The descrip- 
tion field is 8 characters long. 

^__^.16-Char*cter Field 

Name of answer file? --""""""^ 

Description of answer file? 

8-Character Field 

Ifyou type the maximum number of characters that the field allows, 
then the program will enter your response automatically. For exam- 
ple, if a field is 16 characters long, the program automatically enters 
your response after you type the sixteenth character. 



Using Caps Mode 

Ifyou want ta type letters in all upper case, you can turn on the Caps 
Mode. In Caps Mode, you must still use fSHIFT) to type the special 
characters that appear in the upper halfof the numeral and punctua- 
tion keys. 

To turn on Caps Mode, press ICAP5J . 

To turn of/Caps Mode, press IMPS) again. 
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8. EDITING IN FIELDS 



To edit an answer you have typed into a field, you first move the 
cursor to the point of the change. Then you use one of the program'* 
five field-editing commands. These are overstrike, insert, delete, 
clear, and "chop." 



Moving the Cursor Through a Field 

Move the cursor to the point of the change. 

One Character at a Time 

Press O to move the cursor one character at a time to the right. 

Press ® to move the cursor one character at a time to the left. 

Both © and © are "repeating" keys. If you hold down cither key, 
the cursor continues to move in the direction of the arrow until you 
release the key (or until the cursor reaches the beginning of the field 
or the last typed character). 

To Beginning Or End of an -Answer 

Hold down ISMIEJJ and press O tn move the curser to the last typed 
character in the field. (You can not use (3 to move the cursor through 
an underscored section of a field.) 

Hold down SEED a nd press O to move the cursor to the beginning of 
the Held. 



Five Field-Editing Commands 

As noted, the program provides five field-editing commands: over- 
strike, insert, delete, clear, and "chop." 
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Ovcrstrikc 

Simply type One character On top of another. For exampl e, if you have 
typed SMOTH for the name of an answer file, but you want the name 
SMITH instead, you ean ovcrstrike the O with 1. 

1, Move thecunor to the character that you want to oventrike: 

SMOTH 

2. Type the correct character. 

SMITH 

Invert 

You can use {CIRC GD to insert one character at a lime. For example, 
if you have typed SMTH for the name of an answer file, hut you want 
the name SMITH instead, you can insert the I. 

1 . Move the cu no r to the c harac ter th a t should come after the 
inverted character: 

SMTH 

2. Hold down CTftLl and type QC for add. 

The program open* up a space at the cursor position. (Starting at 
the cursor posit ion , a! 1 the characters move one character position 
to the right.) 

SM-TH 

3. Typo the character you want to insert, 

SMITH 

Delete 

You can use (J3BD QD K> delete one character at a time. For example, 
if you have l>pod SMIITH fbr the name of an answer file, but you want 
the name SMITH instead, you can delete the extra I. 
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1. Move the cursor to the character you want to delete: 

£*} SMIITH 

PJ 2. Hold down (ETRL1 and type CD for delete. 

^^ The program deletes the character. 

SMITH 
Clear 
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You can use \.5HIFTJ LCLEARj to clear characters from the cursor position 
to the end of the field. Lf you position the cursor on the first character 
of the field, you clear the entire field. For example, if you have typed 
S M ITH P A I NT SHOP AND BODY WOR KS into a field and you want to 
change it to SMITH PAINT SHOP AND BRAKE REPAIR, you can 
clear the unwanted characters (BODY WORKS} and then type the 
change {BRAKE REPAIR). 

1. Move the cursor to the first character you want to clear. 

SMITH PAINT SHOP AND BODY WORKS 

2. Hold down [SHIFT) and press [ CEim 

The program clears the field from the cursor position to the end of 
the field. 

SMITH PAINT SHOP AND 

3. You can now type the new text. 

SMITH PAINT SHOP AND BRAKE REPAIR 

Chop 

Yau can use (ENTER) to "chop off" characters to the right of the cursor. 
For example, if you have typed SMITH PAINT SHOP AND BODY 
WORKS into a field and want to change it to SMITH PAINT SHOP, 
ynu can chop off the unwanted characters. 

1. Move the cursor to the first character (In this example, n 
space) where you want to begin the chop, 

SMITH PAINT SHOP— AND BODY WORKS 
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c 



2. Pr*w £EHE8l 

The program enters the characters up to the cursor position and 
chops ofT the remaining characters. 

SMITH PAINT SHOP 
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II. FILLING OUT FORMS 



( 






c 



c 



\. 



9. SELECTING A FORM 
AND NAMING AN ANSWER FILE 



To begin filling out a fom> k you select from the Main Menu the lint 
option, fill out a Form, The program then display* the Directory of 
Form* to that you tan select the form you want to work with. 

After you have delected the form, the program displnyn the Directory 
of Aniiwer File*, Now you create a new answer file. (You can also at 
this point revise or print an existing answer file) 

To create the new answer file, you select the option answer Questions 
from the botto m of the Directory, and then you no nu 1 • l i if ! , 1< -scribe the 
new answer file. List's follow the procedure. 

1. Display the Main Menu. 

If you have not done so, turn on your system find load the program. 
(.See Leading Formation, 9.) 







FORMATION 








1: Fill out a Form 






2. Ans-A-er File Maintartanco 








3. Create or Revise a form 








A. Form File Maintenance 








5. Exit 








Make Your Seloction (1-S): 





2. Typt- CO. 

The program display* the Directory of Forms, In tho following 
example, the diskette named OFFICE t contains the forms OVER- 
DUE, ACE. and CARE. The diskette named DATA contains the 
forms HEALTH, copy, BOOKS, and ItKO. 
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FILL OUT A FORM 


Form name Created Revised 


Descriplion ■ 


Disfeetle name: OFFICE 1 Drive: 


Space available: 30% 


OVERDUE 7/11/63 : ^7/12/B3 


Notice of line 


ACE 5/27/83 7/14/83 . 


Invoice : 


CARE ■ 7/7/83 ' '" -7/1 1/83 


Tax credit for expenses 


Diskette name: DATA Drive; 1 


Space available: 81% 


HEALTH 7/23'83 .7/27/83, 


Insurance claim 


copy -.: ■ 6/13/63 •- *vS'24/B3 ";. : ■ 


. copyrlghi .. 


BOOKS- 10/10/83 -18/10/83 


Requisition forms '■ 


1043 7/1/83 -8/1 6/83 ■- 


Tax rotum 


Drive Z not modified for FORMATION 




Drive 3 not modified for FORMATION 





Use arrows to Hash different forms, press ENTER to select form, 
or view next P age or next D isk 



3. D is play the name o f the form you want to fill out, flash it and 

press (mm . 

• If the name of the form you want is. displayed an the screen, use 
C±) to move the flashing down to that name- Then press (JSTERJ , 

• If the name of the form does not appear on the screen hut 
appears later Ln the Directory, type QD to display the next 19 
entrias ar type QD to display the first 19 entries on the next 
diskette. Then use GD or © to move the flashing to the name 
and press (MM- 

The program displays the Di rectory of Answer Files.. (In the follow- 
ing example, the OVERDUE Form has been selected.) 
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DIRECTORY OF ANSWER FILES 


•;- FORM stfCCted: OVEROUE 


Rto name Created Revised ■ 


. With form Comments 


Diskotlo namo; OFFICE 1 -Drive: 


Vtffc' Space available: 30% 


Kimcr j 11/3.83 11/383 ; . 


OVERDUE Jell 


Pollack 10 10 83 10'10S3 


OVERDUE »;■ 10 10 
CARE -■."'Jenrti 


Un<? 5 27.03 7/14.83 


luxonboro. > 7.7/83 7/1183 


OVERDUE Jan. 


Diskette namO: DATA *» Drive; 


; Spa co available: 91% 


Novins 7.23 83 7/27,83 


HEALTH -; " Pelor 


Eltiaon 7/11/03 7/12/83- 


BOOKS ;■';■ Harlan ■ 


Colemo n 8/ 1 a/03 0/1 0/83 


copy manual 


Gordon j , 10/7/83 ' 11/13/83 


ACE lapos 


Orlvo 2 not modified (or FORMATION 




Drivo 3 not modified lor FORMATION 





answer Q ucsio^i. p'.ni C ooipfeted form, R cvise answers 
vtow next P.ago or .0 is*, print . A nswers 



A. Type GD <o select arttwet Questions, 

The program replace* the options at the bottom of the Directory 
with this prompt and field: 

Name- ol answer file? 

S. Tvpc into the field a name for the answer file and then pn-HK 

(MED. 

Vim can type up to 16 characters (in upper or lower case) and 
spaced into the Tic Id, Give the file a name that wit I help to identify 
the nature, purpose, or contents of the file. For example, if you ar« 
filling out an insurance claim, use the name of the injured or a 
policy number. 

Now. under the name prompt, the program displays the descrip- 
tion prompt and field: 



Nam* of answer He? 

Description of answer file? . 
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6. Type into the field a description of the answer file and then 
preas (MED. 

You can type up to 8 characters (in upperor lower case) and spaces 
into the field. Give the file a description that will help you to 
further identify the nature, purpose, or contents of the file. If you 
do not want a description, just press t£HI£H3 to leave the field blank. 

Now the program displays the Answer Questions Screen so that you 
can fill out the form you have selected. 
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10. WORKING WITH 
THE ANSWER QUESTIONS SCREEN 



After you have selected a form and then named and described [he 
answer file, you are ready to answer the quest ion* from the form. The 
program displays the questions on the Answer Questions Screen. At 
the top of the Screen, yon see the name of the form <for example: 
ANSWERS FOR OVERDUE), 

Ia'I/m assume that you want to fill out the M> ■ ' ;■ ■■> L-rdue notice for 
book borrower Robert Arrain. You select the form OVERDUE and 
name the answer file Armin. The program displays the questions 
from the OVERDUE form on the Answer Questions Screen, and you 
answer them in turn. When you have answered il tin . jueat ions, ihe 
program stores the answers in the Armin Answer rile. £f you fill out 
the OVERDUE form again, but this time for Peter Novins, you select 
the OVERDUE form and then name the answer file Nov ins. The 
program again asks the questions from the OVERDUE form, but it 
stores this set of answers in the hfovins Answer File. 



ANSWERS FOR OVERDUE Fom.ru<n* 

, i 

Provious question no. 2. Branch: (Main) (Dowager) (Norton) 

' Pr«lriOU* 

Answer 1 ' Quosoon 



Question numbor; 3 Kind: Taxt 

What Is l ho borrower's card number? : ■ Cunwm 

Answer . 0u ^° n 



Noxt question no. 4: What is the borrower's name (F(RST LAST)? 
1 : *«rtO™Oen 

Up-arrow to previous, down-arrow to next, shift-arrow C *™ T1 ^?i 

lo first or last. CTRL- A to add or CTRL-D to detoto characters p f «sp:s 
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Depending on how the form was created, the questions on the Screen 
may not appear in the same order as the questions on the original 
preprinted form, and because the program may calculate »m* 
answers, the questions for those may not appear at all in the current* 
question area. 

The Answer Questions Screen has four parts: 

1, Previous question (at the lop of the screen). 

2, Current Cjuoation. 

3, Next question. 

4, The command* and prompts (at the bottom). 

Previous Question 

At the top. the Screen displays the previous question: tho number, 
the question text, and the answer you have typed. In the example 
Screen , the previous question is 2. Branch: ( Main) (Dowager) (Norton) . 
(If you are answering the first question, the Screen displays the 
message No previous Question in the previous-question area.) 

Current Question 

In the middle, the Screen displays the current question- the number, 
the kind of question, and then the question itself. Beneath the ques- 
tion, there is an answer field where you type the answer. The pro- 
gram positions the cursor at the beginmngof the field. In the example 
Screen, the current question is number 3, the Kind is Text, and tho 
question is What is the borrower's caret number? 

There are four kindi* of questions- [See page 38) Those are 

1. Text 

2. Number 

3. DaU? 

4. Multiple choice 

The answer you type must match the kind of question described in 
the current-question area. (The kinds will be described in detail 
later.) 
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Next Question 

Under the current question, the Screen displays the next question: 
the number, the question, and the answer (if there is one), tn the 
exam pic Screen, the next question is 4. What is the borrower's name 
(Fl RST then LAST)? (If the c u rrent qu c st ion i s t he last question, then 
the Screen displays the message N o next question i n the next-question 
area.) 



Commands und Prompts 

At the bottom, the Screen lists the commands you can use to display 
different questions und to edit answers. The program also uses this 
area to display othor prompts or messages. For example, when you 
answer the laat question, the program clears the command)! and 
displays this prompt: 

No more quasliorks — press BREAK to exit. R to revise: 
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11. ANSWERING FORM QUESTIONS 



Answering form questions is easy. You use two basic steps. 

hH 1. Answer each question, 

r™H The program positions the cursor at the beginning of the current- 

ly^ question answer field. Type the answer into the field and press 

^^ 1HIEH}. The program displays the next question. 

o 

3 

f~) Number 

Date 



2. Check the answers and end the session. 

When you have answered all the questions, go back and check your 
answers. Revise them if necessary and then exit the Answer Ques- 
tions Screen and store the answers in the answer file, 

There are four kinds of questions: 
Text 



Multiple choice. 

You must type tin answer that matches the ki:id ofquestion. 

Text Questions 

Type any combination of up to 60 characters (letters, numbers, 
apaoes, and symbols) and press LENTERJ . 



Question number: .4 Kind: Texi 

What is the borrower's name (FIRST then LAST)? 

■■ 

Answer 

Robert Armtn 



If the answer is 80 characters long (the length of the field), you do not 
have to press (EHUD). The program enters your answer automatically 
when you type the eightieth character. 
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Number Questions 

Type only numerals and, if needed, a decimal and press CEHUB. You 
can type only a combination of the numerals 0-9 and CD- You may 
also type a negative sign ( - ) if needed, Because the answer must be 
in numeric form , do not type CD CD or CD (com ma). Later, when you 
prim the answer file on the preprinted form, the program will print 
these symbols if the answers require them. 



Question number; 7 Kind: Number 

How many days is the book past due (1-90)7 ■ 

Answer 

16 ! 



The program may use your answer to a number question to calculate 
the answer to another question. For example, for the OVERDUE 
form, the program calculates the total fine: it multiplies the number 
of days a book is overdue by the daily fine. 

Because the program may use the answer to a number question in a 
formula, you must enter a response to every number question. You 
cannot bypass it by simply pressing (ENTER' . 



Date Questions 

Typo the date in the format MM/DD/YY, but do not press (HIED. 
Type two digit* for the month, a si ash, two digits for the day, a slash, 
and two digits for the year. For July 4, 1985, you would type CD 3D 

CDOOGDCDCECS. 

Because you type 8 characters (the length of the field) to answer a 
date question, the program automatically enters the date when you 
type the last character. 

You can also answer a date question by typing only one digit for the 
month and/or day (fo r example: CD CD (3D CD CDS)), but you will 
have to press (EHlEHi to complete the answer. 
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Qvwtwjn number: i Kind: Dalo (MM.0OYY) 

What is today's date? 

Answer 
07,tM 85 



Because the program may use the answer to * date question in a 
formal n, you mutt enter a response to every dntc question. You 
ciinnol bypima it by dimply pressing lEJOJB). 



Multiple-Choice Questions 

When a multiple choice question is positioned in the euxront- 
qucstion area, the program does not display a field for you to type 
your answer. Instead, the program displays each choice either within 
parent hews 

Branch: (Main) (Dowager) (Norton) 

or next to the p*renth«*s 

©ranch: ()M4in (JDowager ( )No-to<i 
Branch: Main{ ) DowagsrC } NortOnf. ) 



Our si i an number: 2 Kind: Multiple Choice 



Answer 

Branch; (Main) (Dowager) (Norton) 



The Anawor Question* Screen displays this prompt at the bottom of 
the wrwn: 

Us* loft and right afiows 10 select answer. then press ENTER 

U« GE) and G5*) to position the cursor within the parenthese*. You 
heed only press an arrow key once to move the cursor to the next 
choice. When you have positioned the cursor on the choice yew want, 
presaQFSTXB. 
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Ending the Session 

When you iiuwtr the last question, (he program displays this 
prompt: 

No fnOfO questions — press 8HEAK 10 exit. R to lOviS*: 

* Prew (HUB to «xil the Answer Questions Screen, The program 
* tores the answers in the answer file and displays the Directory of 
Answer Piles. {The program flashes the name of the answer file 
you are working with.) 

• Typo CBD to revise any of the answers you have typed. (For more 
information about revising answers, see page 53.) 
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12. VERIFYING ANSWERS 
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When you create a form, you can specify "verification" For an answer 
to a number question, date question, or multiple-choice question. 
Thus, when you answer questions, you may encounter a question that 
requires verification. There are two kinds of verification. 

1. You verify an ans wer that the prog ram has calculated. Sometimes 
the program calculates an answer and then asks you to verify it- 

2, The program verifies the answer you have typed. 



You Verify the Program's Answer 

If the program must calculate an answer, it displays the answer in 
the answer field when it displays the question. In the following 
example, the program is asking you to verify that £5.25 is the correct 
amount due, 



Question number: 1 1 
Tola! amount due? 



Answer 

5 25 



Kind: Number 



. 









1 . Press SHEfE. 

The program displays this prompt at the bottom of the screen: 
Is Ihis answer correct (Y/N)? 

2. Check the answer and type CD for yes if the answer is cor- 
rect Type QD for no if the answer is incorrect. 

• If you type CD, the program enters the answer and displays the 

next question. 
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• If you type Q£X the program moves the cursor to the answer 
field. You type the correct answer over the incorrect answer and 
press (EKEEfiX The program again asks you to verify with CC or 
OD. 

Whenever you recall this question, or attempt to bypass it, the 
program will recalculate the answer. You will I1.1 vc to reverify ih* 
answer, and if necessary, change iu 



The Program Verifies Your Answer 

When you create a form, you can request the program to verify 
certain answers that you type. When the program vortfies an answer, 
it checks the answer and will not accept an incorrect answer for 
example, for the OVERDUE form, question 7 asks for the number of 
days that the book is overdue. Since the library sends these notices 
Only for 90 days, the program will not accept an answer greater than 
90. 



QuOstion number: 7 Kino": Number 

How many days is the book past due f>90}? 

Answer 

93 '. 



After you type the answer and press liHIER], the program chock* the 
wiswor. 

• If your answer is correct, the program acecpls the answer andjjoeS 
on to the next question. 

* If your answer is incorrect (as in the preceding examplcl. the 
program does not accept the answer. It flashes this message al the 
bottom of the screen: 



Answer does not verify — pieaso try again ■•»•••»••■ 

1. Press (BEAKS to cancel the message. 

The program repositions the cursor in the answer field 
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2. Typo the torrtct answer and press tiKiW. 
The program again tries to verify the answer. 

The program wilt refect your answers until it check* an answer aivd f~ 

find* it correct, v 
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13. USING PRINT CODES 



When typing answers, you can incite code* that int'.ruct the pro- 
fwn to print an answer underscored-, bold, or "struck through." You 
can »lw instruct the program to print special character*. 



When to Use Print Codes 

For filling cut mom formn, you won't need to uw print eodon. The 
pn>Br<™ will probably perform these print ection« and print Kpcciul 
chnrnctcrn automatically because the codes wore entered into the 
program whoa the form MM created. For example, if • form require* 
an nn.iwer to appear underscored, you probably W 'H not have to 
request underscoring with your answer. The program will have been 
*et up t* automatically underscore the answer when it print* it. 

But if you do specify underscore anyway, don't worry. The program 
will disregard the "cstra" print code. However, before you go to the 
trouble of typi ng pri nt code* into your answers, you should "test" the 
form. Simply fill out the ferns, but don't me print code*. Then print 
the form. If you see that you Rc*d to include * print code for a print 
act ion or a *r^ i al character, go bacfe and re vis* the a nv»cr to include 
the code. 



Print Codes for Print Actions 

An noted, you con indlruet tho program to print tbc nnnwer under- 
HOOrod, bold , Or "utruck th rou fj h . " To Specify a print net) a n , you type n 
code. The print action codes are: 



Underscore 

Bold 

Strifco-thro-ugh 



aw v 



The code* are "tossles." A toggle is a switch. The program "switch** 
on" the print *ction the first tim* it eneo*jntm the code and 
"switch** off" the print action the fecond time it encounter* the code. 
However, the program automatically switches off off toggle code* at 
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the end of each answer. For example, if the program prints an answer 
that contains an underscore code, it "switches on" Underscoring when 
it encounters the code. It underscores the answer until it encounters a 
second underscore code or the end of the answer; then it switches off 
the underscoring. When listing answers to the printer, underscore 
appear; as u, bold as v, strike-thru as w. 

Underscore 

You tan underscore all or parts of an answer by typing one or more 
underscore codes into the field for that answer. 

To Type an Underscore Code 

Hold dawn fCLEAFf) and type QD for underscore. 

When you hold down (tLEAfll and type QD, U appears in the field. The 
character neither prints nor adds a space in the printed answer. 
When you print the Form, the printer underscores the answer from 
the first U to the next U or to the end of the answer. 

If you need a space in the answer, you must type it either before or 
after the code. If an underscore code appears before the space, the 
space will be underscored. 

Using Underscore Codes 

Hens are three ways you can use underscore codes to underscore all or 
parts of an answer. 

1. If you type an underscore code as the first character of an answer 
and do not type a second u n derscore code, the program underscores 
the entire answer when you print it. 

On the Screen 



Oucstion number:.'. 



10 



Kind: Text 



What is the book's title? 

Answer 

UWo;d Processing in Plain English. 



•ih 



On the Form 
Word Processing in Plain English 

2. If you type an underscore code within the answer and do not type a 
second underscore code, the program underscores the answer from 
the code to the end of the answer. 

On the Screen 



V 



Question number: 10 
What Is the book's title? 

Word Ppocossing In UP lain English 


Kind; Text 


%■ 









On the Form 

Word, Processing in Plain English 

3. If you type more than one underscore code within an answer, the 
program underscores the answer from the first code to the next 
code when it prints the answer. 



On the Screen 



Question number: 10 Kind: Text 

What is the book's title? 

Answer 

UWord Processingu in Plain English 



1 



On the Form 
Word Processing in Plain English 
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Bold 

You can print all or parts of an answer in bold by typing one or more 
bold codes into the field for that answer. 

To Type a Bold Cade 

Hold down [£L£AflJ and type QD for bold. 

When you hold down (KEA3) and type QTJ, B appears in the field. The 
character neither prints nor adds a space in the printed answer. (If 
you need o space in the answer, you must type it eithcrbefore or alter 
the code,) When yuu print the form, the printer prints the answer in 
bold from the first 8 to the next B or to the end of the answer. 

Using Bold Codes 

Here are three ways you can use bold codes to print all or ports of an 
answer in bold 

1. iTyou type a bold code as the first character ofan answer and do not 
type a second bold code, the program prints the entire answer bold. 

On the Screen 



Question number: 10 
What is tho> book's tide? 

Answer 

BWord Processing In Plain English. 



Kind: To: 



On the Form 
Word Processing in Plain English 

2. If you type a bold code within the answer and do not type a second 
bold code, the program prints the answer in bold from the code to 
the end of the answer. 
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On (he Screen 
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Question number: 10 Kind: Text 

What is the book's title? 

Answer 

Word Processing in BPIain English 




On the Form 
Word Processing in Flain English 

If you typo more than One bold cpde within an answer, the program 
prints bold From the first code to the next code. 

On flu Screen 



Question n umbei : 10 ■ Kind: Text 

What is the book's title? 

ArtSwQf 

BWord Processing!! in Plain English. 



On the Form 
Word Processing in Flain English 



Strike-Through 

You can "strike through" all or part of an answer by typing one or 
more strike-through codes in the field for that answer, 



To Type a Strike*Through. Code 

Hold down StEM) and type QD for strike-through. 

When you hold down (JH3H) and type S3. S appears in the Geld. The 
character neither prints nor adds a space in the printed answer. 
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When you print the form, the printer strikes through the answer 
from the first S t& the next S or to the end of the answer 

It you need a space in the answer, you must type it either before or 
after the code. If the strike-through code appears before the spate, the 
space will be struck through. 

Using Strike-Through Codes 

Here are three ways you can use strike-through codes to strike 
through all or part of an answer, 

1. ITyou type a strike-through code as the first character of an answer 
and do not type a second strike-through code, the program strikes 
through the entire answer. 

On thfl Screen 



Queslion number: 10 
What is the books title? 

Answer 

SWO'd Processing in Plain English,. 



Kind: Text 



On the Form 

kJT.n-KTj-3 TJwfJ JfcJ^J-iiP»1 TIJT 1 ¥1 Crt tf* T-M-l -It."* ¥1 JTW 1 1 n Vj 



2. If you type a strike-through code within the answer and do not type 
a second strike-through code, the program strikes though the 
answer from the code to the end of th^ answer. 

On the Screen 



Queslion number: 10 
What is Ihe book's title? 



Kind: Text 



} >'-\- 



Answer 

Word Processing in S Plain English. 
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On the Form 
Word Processing in Pfew EnuW* 

3. If you type more titan one strike- through code within an answer, 
tiie program strikes through the answer from the first code to (he 
next cod*. 

On in* Screen 



Qu&slion numbtir: 10 Kind: Text 

What Is iho book's iltle? 

Answer 

SWord PfOeoSSlrtgS In Plain English 



( 



On the Form 
W««l Pn>e«o*flg in Plain English 

Print Codes for Special Characters 

You can print (he following ten special characters: 

C * Vk V* V* ■ ■ t / * 

To type a apecial character, you bold down GSIfK) and type a numeral 
from through 9, Each numeral appears on the screen in reverse 
video and each represents a special character. 



. 
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To print Thin code appears on the: 

on tilt Form Hold down And type screen printer 



6 SH3B) OD 

• cerom CD 1 a 
% IfflB) CD 2 b 
V* EHM) <3D 3 c 

v* cecnro en 4 d 

• (HHD ©5 e 
™ mrm CD s f 

t mim co 7 g 



h 

as 
o 

o 

cl 
H 

Q / (Elffl) CD 8 h 

£3 * ffiUffi) 33 9 I 

These characters may print a little differently than shown, depend- 
r/~; ine on what printer (or print wheel) you are using. Characters in the 

last column are substituted when listing answers to the printer. 
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14. REVISING ANSWERS 



CYou can revise answers whenever you display them en the Answer 
Question* Screen. Basically, you can revise answers: 

1. As you answer questions to CI] out a form. (Sec page 38,) 

2. After you answer the last question on a form. 

After you Answer the last question, the ppopfni" J i>lays this 
prompt; 

No more questions — press BREAK lo oxli, R lo revise: 

Type GEO to revise or proofread your answers. 

3. By displaying answers from an existing answer file and then revis- 
ing them. 
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Displaying Answers 

We have already described how you revise answers in (he first two 
situations. The following discussion will concent rale on how to revise 
answers from an existing answer file. 

To Display the Answers 

I, Display the Directory of Answer Files. 

Prom the Main Menu, type (D to display the Directory of Forms. 
Then flash the form that goes with the answer file you want to 
revise and press fl^IER) . 

Let's assume that you want to revise answers that are for the OVER- 
DUE form Lind stored in the Arm in Answer File. 



'>Z 



D 1 RECTO AY OF ANSWER FILES FOR M selected : OVE RDU £ 


File name 


Created 


Revised 


With form Comments 


Diskette name: 


OFFICE1 


Drive: 


Space available: 28% 


Armin 


11/7/83 


11/7/B3 


OVERDUE Nov. 


Kinzer 


11/3/83 


1 T/3/83 


OVERDUE Jeff 


Pollack 


10/10/83 


10/1 B/83 


OVERDUE 10/10 


Lane 


5/27/63 


7/14/63 


CARE Jenni 


Luxenberg 


7/7/63 


7/11/83 


OVERDUE Jan. 


Diskette name: 


DATA 


Drive: 1 


Space available: 91% 


Novins 


7/23/63 


7/27/63 


HEALTH Peter 


Ellison 


7/11/83 


7/12/83 


BOOKS Hartan 


Coleman 


6/18/83 


8/18/83 


copy manual 


Gordon 


1Q/7/B3 


11/13^3 


ACE lapse 


Drive 2 not modified for FORMATION 




Drive 3 not modified for FORMATION 




answer Q ueslions, print C 


ompleted form. R evise answers 


view next P age or D isk, print A nswers 





2, Flash the answer file you want to revise and type QD to select 
Revise Hnswers from the options at the bottom of the Direc- 
tory. 

The program displays the following prompt and field. (In the field 
is the name of the answer file you have selected,) 

Name of answer file? Armln 



You should make sure that the answer file that you are revising 
was treated with the form you have selected. If you choose an 
answer file that does not belong with the farm selected, the pro- 
gram attempts to merge that answer file with the wrong form 
questions. To correct this, go back and choose the correct form and 
then type QD again ■ The program then merges the answer fi I e with 
the correct form, 

3. Keep or change the name of the answer file. 

• To keep the name, make sure that the cursor is positioned at the 
beginning of the field and then press LENTEftl, 
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• Td change the name, use t he fieid -ed itiag techniques to change 
the nanus and then press (ESI|&. 

The program displays the following prompt and field. (In the field 
is the description of the answer fife you have selected.) 



Name of answer file? Armin 

DcSCripliirt 61 answer file? Nov.. 



4. Keep or change the description of the answer file. 

• To keep the description, make sure that the cursor >« positioned 
at tho beginning of the field and then prcnn EQIffi 

• To chimp; the description, use the field-editing techniques to 
change the description and then press (INTER 1 

The program displays the Answer Questions Screen Tor it.-- .inawvr 
file you hftv<j selected. Now you ran levise (in drawer by displaying it 
in the current-question area. 



Displaying an Answer 

in the Current-Question Area 

Um- K and CD either ale-ne or with (SHIED to display an anfwer in 
the current-question area. 

Prcsi © to display the previous answer. 

For example, if an&w&r 5 is displayed in the currcnUquestion area, 
prcsn (3D to displuy answer 4. 

Preta GD to display the next answer. 

Far example, if answer 5 is displayed in the current-question area, 
press Q3 to display answer 6. 

Mold down SHED and press © to display the first anawer. 

For example, if you have answered fifty questions and you want to 
revise answer 5, use (SUED C+) to display answer 1. Then u» © to 
work your way through answers 2, 3, and 4 I* answer 5. 
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Hold down (SUED and press Q3 to display the Inst answer 
before an unanswered conditional question. (For a discussion of 
conditional questions, see page 109.) 

If you press (Stiff] ® and the program does not encounter an 
unanswered conditional question, it will display the last answer. 



Revising an Answer 

After you have displayed an answer in the cun-eht-qucBliom area. Use 
the field cd iting techniques to revise it. You can 

Overstriko: Type over the current answer. 

Insert: Hold down (CTRL) and type CD- 

Delete; Hold down (ErRD and type (3D. 

Clear: Hold down tSHiHJ and press CHE©. 

Chop: Press flfffiff 1 . 

Remember to move the cursor back to the beginning of the field (or 
after the last typed character) and then press SMIIK) to enter each 
answer after you revise it, (For a more complete review of the field- 
editing techniques. See page 24.) 



Verification 

As you know, you can encounter two kinds of verification; 

1, Vou verify answers calculated by the program. 

2. Tho program verifies answers you have typed. 

When you display a question that requires verification, you must also 
verify it who n you are re vis i rig answers. ( For more about vcri fication, 
ace page 42.) 

Ending the Session 

After vou have revised the answers, you must tell the program that 
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you have finished. The, program then enable* you to »ve or cancel 
the revisions. 

To End the Session 

1 ■ When you have finished revising, press 99R 
The program displays this prompt; 

S avo Changes to dish or C anccl 1 ' 

2. Type cither CD or CD. 

• Type 05D to w*vo the revisions. The program revises the answers 
in the answer Qlo. 

* Typo CO to cancel th* revisions. The program doca not revise 
the nnswi<r» in the answer file. 

[f you have changed the name or description of the answer file, the 
program will change these whither you, type QD or (3D- Therefore, if 
you cancel the revisions, you must change the name And description 
back to the originals if you have revised either. The program will not 
change the revision date in the Directory of Answer Files if you 
cancel the revisions, even if you have changed! the name or 
description. 
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15. PRINTING ANSWERS 
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You can print the answers from an answer file in two ways; 

1. On the preprinted form. The program prints each answer in the 
correct location and in the correct format, (Make sure that the Form 
printer parameter is aet to the printe r you are using. See page 97.) 

2, As a list. The program prints th* answers down the page, one 
answer to a line. For example, you might print a list of answers in 
order to check their accuracy before you print thc-m on the form or 
in order to create a printed record or the answers you have typed. 

To Print Answers 

t. Make sure the printer is switched on and is "on line." 

2, Display (he Directory of Answer Files, 

• From the Main Menu, type CD to display the Directory of 
Forms. Then flash the form that goes with the answer file you 
want to print and press (IMUBl- 

* From the Answer Questions Screen, press teni/mi . 



DIRECTORY OF ANSWER FILES 
File name Created Revised 

Diskette name; OFFICE1 Drive: 

Armln 11/7/83 11/7/53 

Kinzar 11/3/83 11/3/83 

Pollack 10/10/83 1 fl/ 10/83 

Diskette name: DATA Drive: 1 

Novlns 7/23/83 7/27/83 

Ellison 7/11/83 7/12/B3 

Drive- 2 not modified for FORMATION 
Drive 3 not modified for FORMATION 



form selected: OVERDUE 
Wild form Comments 

Space available: 28% 
OVERDUE Nov. 
OVERDUE Jeff 
OVERDUE 10/1 fl 

Space available: 91% 
health Peter 
BOOKS Harlan 



answer d uestions. print C ompieled form, 
view next P age or Disk, print Answeis 



R evise answers 
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3. Flash the name of the answer file you want to print, 

*- Type CD for print Completed form to print the answer* oa the 
form or type CD for print Answers to print the answers at a list 

At the bottom of the Directory, the program displays this prompt: 

PJoase align paper lo top of page 1 — press any fcoy whan done 

5. Insert the preprinted form or a bl ank ■ heel of pa per in to the 
printer. 

Insert the preprinted form if you have typed CUD. Insert a blank 
sheet of paper if you have typed CD. 

You should align the top edge of the paper with the top edge on the 
plnatic card holder (making aura that the paper will feed smooth- 
ly). Align the left edge of the paper with column zero on the pitch 
scale, (As long as yon always position the paper at the same place 
both when you create a form and when you fill out the form, you 
Can align the paper where it is most convenient for you.) 
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6, Press (HUES. 

The program prints the answers from the answer file, 

• If you have typed CD, the program prints each answer on the 
form in the correct position and in the correct format. 

• If you have typed CD, the program print* the answers in a list, 
one answer to a line. 

When the program has printed all the answers, it again displays the 
options at the bottom of the Directory of Answer Files. 



Longer Than One Page 

If the form or the list of answers is longer than one page, the program 
stops printing after the first page, ejects the paper, and displays this 
prompt: 

Please align paper to lop of page 2 — press any key when dorw 

[inert the next page of the form (or another sheet of paper) into the 
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printer and press any key. The program will pause after each page so 
that, if necessary, you can insert the next page of the preprinted form 
or sheet of paper into the printer. 

If you have typed GD to print the answers as a list, the program 
assumes that the sheet of paper you are printing on is 11 inches long 
(66 line*). 



Keyboard Input 

You can desi(rn a form so thai the program will request keyboard 
input during printing, The program will atop printing and display a 
prompt and u Geld for the i nput. You type the i nput i nto tho fie Id and 
press UiflliflJ. (You can type up to SO characters into the field.) For 
example, assume you are printing a credit application form and you 
must enter a daily authorization code. Since this code may change 
between the time- you fill out the form and the time you print it, you 
will want to enter the code as you print the form. The program stops 
printing and displays this prompt and field at the bottom of the 
Directory of Answer Filea: 

Please fypo your authorization code: 



Type i n your authorisation code and press 1EHT..EM . When you press 
(iflliBJ. the program will print the test you have typed on the form 
and then continue printing the answers from the answer File. 
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PRACTICE: FILLING OUT FORMS 



Here are three exercise* you can use to practice fillinpoxit form*. The 
three forms (OVERDUE, ACE, and CARE) are stored on the Forma- 
tion prop-Am diskette. (Make sure you use your Backup of the pro- 
gram diskette.) 

Please note that the forms were created for a Daisy Wheel II. If your 
printer in a Daisy Wlit-i-l 410 or a DMP 21 DO. you need to change the 
printer parameter of the form. (See page 97.5 



Exercise 1 

Refer to theHu 
Follow these steps. page* for help. 

1. Make a photocopy of Form 1 (the OVERDUE form). 

2. Use the information in Worksheet A to answer the ques- 
tions for the OVERDUE form. Name the answer f.te "Mar- 
ston." 35 

3. Print the answers on the photocopy of (he form, 56 

Exercise 2 

Refer to these 
Follow these steps. pages for help. 

1. Make at least two photocopies of Form 2 (the ACE form). 

2. Un the information in Worksheet B to answer the ques- 
tions for the ACE form. 35 

3. Print the answers on a photocopy of the form. 58 

4. Print the answers as a list. 58 
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5, Revise the answers as shown in Worksheet C, (Keep the 

same name and description.) 53 

6, Check the revised answers by printing them as * list. S3 

7, Print the revised answers on a photocopy or the form. 58 



Refer to these 
Follow these steps, pages for help. 



^ Exorcise 3 

O 
O 

^ j 1. Make at least two photocopies of Form 3 (the IRS form). 

^J 2. Use the answers from Worksheet D to answer the ques- 

^j tions for the CASE form. 35 

^*) Name the answer file "Novins."* 

25 Describe it with the name "Michele." 

so 

3, Print the answers on a photocopy of the form. To make sure 
that your form prints correctly, align the printhead under 
r~f) the first letter in "Internal Revenue Service" at the top left 

^* of the form. 58 

A. Print the answers as a list. 58 
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Woritjhwt A 
Daly Ovtfdu* Rfrjwrl 



ft«rf« 4/7VX. Mane //OWO/lA. Mi A^ t/r*^ 



Ex. Dit«. fY?3 Type A*luX£ v«.,« ... Umnmi 

Duo E>4t0 7//f'/g3'' 
Days Past Dlrti (?£ 
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Worksheet B 



S*lttp+r*4ti 




SoWlO 


Fi'n 6e>& Convenience £4ore.s 


$.00 S S v C j'a i frt (rJ j 


Ntcy &f t*£)*S . io u ,s„„ 4 0^2/i 




Ship to: 


Si'i Bo6 


V^AreWoute (f^a JjT UJr. t -tt>hal.\ 


Nu*j Ot/ton^ ^ u :r lt .„ fl Of/to 





Sales iai 



j£* 



On u s 



( 



( 



M«nrfmnJt*i 




Qusrlrty 


Oespipwn 


UnnCwt 


5"oe 

as 







I 
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Worksheet C 






Siftiption . 



\ SaH»Of*wF«m. br 

rug*** M^sisdf 



SsWtB 









Ship to: 






Mflr«hfrrd:M 



Quinirty 



:^:-:::i 







UM Con 






Sales T^» . 



Jtl.- 



Sh , cp"Vj Instructor* 



>*y/r ^ ^j 
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Worksheet 



Nor* sheet for IRS 2 441 

Credit for Child End Dependent Car* Expenses 

Name fe-r-t-r J<y A|p^'*jj £sa lll-l) -Ml 

Nnmher at dependents claimed 

let Dependent: Name Mich tit. Date of Bijfth jW*/g£ 

Helationship rtnujUrr Hqm long in Bl Month* X Cays it. 

2nd Dependent! Nape Date of Birth 

Relationship ^ _ Hot* long in SI Honths Days _ 

3rd Dependent: name __^ Date of Birth 

Relationship Bow long in 61 Months pay a 

4th Dependent: Warn* Date of Birth 

Relationship _ BOM lona in Bl Months Day* _ 

KmlKi of persons at Offl anltatioa* employed 3 

l«t Care provider: N&ne Ac^J. S°-ii a J.'tferj SEt 

Ttelatipnsh.jp — 



Care provided FJtcwi 3/> TO n/jt Axeunt paid 3ot»c 

2nd Care provider; vane Jaot, ; tyw»ur sst Z7.Z-ZZ-2.2Zi. 

Relationship — - 

Care provided fh.oh '/ J - J TO x ^^ wauat paid )ZpT 

3rd Cafe provider: name /Jt-w trWfc &tJKi<,Htry SSI 

Relationship ■ — 

Care creviced HtEfi V/u TO yyo Awunt Mid M7-F" 

lX) Harriefl [ J unmarried 

Filer*! Income _ j 1 1> co spouse' a income /Z°°° 

Amount paid in 19B1 sects Amount paid for 1980 in 1SB1 yce 

knave rE Froj. Filer'* 1D4G 

Tax from Line 37 V, " ° Add lines 34, 39, 41. 42, t 43. TOlfeli 2J°& 

Did filer pay 550 or more to an individual during a calendar cuarter? 

| XI ret L ] Ho 

Here the service perionred in your hDnc? 

[XI Ye* I J no 

Have you filed vaue returns lor services in your home? 

[if] Yes L ] Ko ,-.9*et -j or 

What is filer's employee identification nuabtr? '7 fr> * ' r7 
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16. OVERVIEW: FILE MANAGEMENT 



In order to manage answer files most effectively, you must know how 
the program I tores them on diskettes. 



Storing Answer Files 

You store an answer file on the same diskette that contains Iho form 
Hint the file goes with. For example, when you select and work with 
the HEALTH form gtored on the diskette in drive 1, the program 
stores the new answer file on the diskette in drive 1, When you print 
an answer file, the program uses the information from the form in 
Order to print the file. For example, if you print the Novin* Answer 
File on the preprinted Health form, the program takes the answers 
from the Nov ins Answer File and the print positions from the 
HEALTH form. 

Although the program diskette can hold some forms and answer files, 
you must use data diskettes to store additional forms and files. You 
insert a formatted data diskette into drive 1 and "modify" it to work 
with the Formation program. If you have mar* than two disk drives, 
you can insert data diskettes into drives 1-3- (Always insert the 
backup of the program diskette into drive 0.) If you fill a diskette to 
its capacity.you can copy a form onto anotherdiskette andcreate new 
answer files on the new diskette. 

To Prepare n Data Diskette 

1. Format the- diskette using the TRSDOS Format command, 
(Soo the Model 4 Owner's Manual.) 
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2. Modify the formatted diskette. (See page 71.) 

You can copy forms from the program diskette Onto the new data 
diskette to give you more room for creating answer files for those 
forms. Use the Copy option. (See page 181 J 

You can, also erase answer file* you no longer need lo make more 
space available on Iho diskette. (See page "5.) 
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In order to perform these functions, you should: 

1. Insert the diskettes) and load the program, if you have not 
already done so. 

Insert into drive the backup of the program diskette, Into drive 1, 
insert the formatted data d i skette you want to modify. (If you have 
more- disk drives, you can insert the diskette into drives 1, 2, or 3,) 

2, From the Main Menu, type 23 to select Answer File Main- 
tenance. 

For the diskettes you have inserted, the program displays the 
Directory of Answer Files (with the heading ANSWER FILE 
MAINTENANCE). At the bottom of the Directory, the program 
displays this menu: 



C opy or E rase answer file, M odify diskette, 
H ardcopy directory, next P age or D isk 
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17. MODIFYING A DISKETTE 



[f you have more than one disk drive, you should store answer fi!w 
(and fflrm») on data diskettes in drive 1. If you have more than two 
disk drive*, you can alio itare answer (lit* (and forms) on data 
diskette* in drives 2 and 3. However, before you can *torc answer Til** 
on a data diskette, you mssl formal and modify the diskette for use by 
the Model 4 and the Formation program. 

To prepare the formatted diskette for use by Ike Formation program, 
you uno thy Formalism Modify Diskette <i;il itm. (If you have only One 
dixk drive, you will not need to modify dato diskette*, but you can 
modify drive to cruse all the files on the program diskette,,) 



Formatting a Diskette 

Format is a Model 4 TRSDOS command. To read about how to fomut 
a diskette, see the Modtl 4 Owner's Manual. 



Modifying a Diskette 

Before you can store answer files on a diskette, you must "modify" it. 
When you modify a dwkelle. the program treate* ■ "master file" to 
hold (he answer files. 

You can »)» u*e the Modify command to eraw all the form* and 
answer file* from a previously modified diskette, including the pro- 
gram diskette 

How to Modify a Diskette 

i. TypeQD to so lee t the option Modify diskctto from the Answer 
File M.iinti'n.itu.-.- menu. 

The program displays this prompt: 

Modify which drive [0.1.2 . . .)? i 

1 U Uw default. 
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2. If other than drive 1, type the number of the drive that 
contains the diskette you Want to modify. 



[f you want to modify the diskette in drive 1, just press I 
Unless the diskette, has been already modified, the program mod- 
ifies the diskette. If the diskette has already been modified, the 
program displays this message: 

This disk has been modified before — erase all fifes. (Y/N)? 

• Type CD for yes to "re-modify" the diskette and erase all forms 
and answer files from the diskette. 

• Type QD for no to cancel the procedure and to return to the Main 
Menu. 

When the program has finished modifying the diskette, it displays 
the Main Menu. 
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18. COPYING AX ANSWER FILE 



You use the Copy Option to copy an answer file. You can copy an 
answer file from one diskette to another or onto the same diskette. If 
you plan to heavily revise en answer Tile, you should first make n copy 
of it (in case you need to refer back to the original), If you want to use 
one answer file as a ^"default" answer file, you make 8 copy of it and 
revise the answers to create a new answer Tile, (For a discussion of 
default answer files, see page 79.) 



Copying From One Diskette to Another 
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Copying on the Same Diskette 
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To Copy an Answer .Rf/e 

1. After selecting the Answer File Maintenance option from the 
Main Menu, flash the name of the answer file you want to 
copy. 

Lot's use the Armin Answer File as our example. 

2. Type QD to select Copy answer file from the menu. 
The program displays this prompt and field: 

Name of new file? Armin 

In the field, the program displays the name cf the answer file you 
have selected. The program positions the cursor on the first char- 
acter of the name, 

3. Type a new name for the copy and press (ENTER), or keep the 
same name by pressing f ENTER) . 

Type the new name over the old name or clear the field and type 

the new name. You can use any combination of up tt> 16 characters 
for the name. The program now displays this prompt: 

Place (He on which drive (0-3)? 

In the field to the right of the prompt, the program displays the 
drive number of the diskette containing the answer file you are 
copying (0 in the example above). 



4. Press (EKTER) or type a different drive number. 

Press fEWTEffl to copy the answer file onto the same diskette. Type a 
different drive number to copy the answer file Onto a different 

diskette. 

The program copies the answer file. When it completes the copy, it 
displays the Main Menu. 
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19. ERASING AN ANSWER FILE 
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If you have answer files *hat you no 1 *_> ri >: >_- r r;oix3, you can erase ihem 
to free up ipace on the diskette. The Erase answer file option enables 
you to erase An Answer file. 



Diskette 

inDin-cft 

Beiore Erring Armin 



Armin Answor 
Fife 



o 



Kinder Answer 
File 
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in Drive Q 

After Emskg A/min 
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To Emse an Airs wer i^ife 

]. After selecting thi; Answer File Maintenance option from the 
Main Menu, flash the name of the answer file you want to 
era»c. 

Let's assume you want to erase the Armin File. 



T=i 



2. Type CD to select Erase answer file from the menu. 

The program asks you to verify the answer file you want to erase: 
Do you wish to erase Arm in (Y»N)? 

3. Type CD for yes or (3D for no. 

• Type CD to erase the answer fiie, 

• Type QD to caned the procedure and to return to the Directory 
of Answer Files menu. 

Unless you typed CD, the program erases the answer file and 
displays, the Directory of Answer Files (with the Answer File 
Maintenance menu at the bottom) so that you can see that the 
answer file has been erased. Press [BREAK) to return to the Main 

Menu. 
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20. HARD COPYING 
THE DIRECTORY OF ANSWER FILES 



Von can use the Hardtop? directory option to print the Directory of 
Answer File*. If you have several diskettes full of answer file*, you 
may want to keep » printed copy of the answer files that arc stoned on 
each diskette. Then when you want to find a psriiculoT answer file, 
you don't need to display the directory for each diskette. You simply 
consult tho printed copies. 

To Hardcopy the Directory of Answer Files 

t. Typo £ED to mjloct Hardcopy directory from the Answer File 
Maintenance menu. 

The program displays this message: 

Please align paper to top 0( page? 1 — press any *W wnefi **»• 

2. Insert a iheet of paper into the printer and pros* any key. 

The program prints a copy of the Director)- of Answer File* stort- 
ing with the first diskette displayed in the Directory. For example, 
let'* My you have inserted diskettes in drives and 1 and you have 
displayed the Directory of Answer Files beginning with the disk- 
ette in drive 0. The program prints the Directory for the diskette* 
in drives and 1. 

If you want to begin printing with the answer files on the diskette 
in drive 1, pros* QC to select the next Disk option from the menu at 
tho bottom of the Directory, The program scrolls the Directory up 
and deploy* tho answer files beginning with drive 1. Now, when 
you hardcopy the Directory, the program begins printing with thu 
contents of the diskette in drive 1. The program print* the follow- 
ing messago for each drive that does not contain u modified disk- 
ette or that it not connected to the system (drives t ond 3 in thia 
example): 

Drive 2 not modified tor FORMATION 
Drive 3 not modified for FORMATION 

If the program requires more than one sheet of paper to print the 
Directory, it stops printing after the first page, ejects the paper, 
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and displays this prompt: 

Please align paper to top of page 2 — press any key when done 

Insert another sheet of paper into the printer and press asy key. 
The program will pause after each page so that you can insert the 
next sheet of paper into the printer. 

When the program has finished printing, the Directory of Answer 

Files and the menu remain on the screen. Press fBHEAK) to return to 
the Main Menu. 
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21. WORKING WITH 
DEFAULT ANSWER FILES 

A default answer is a standard answer that appears automatically. If 
you often fill out a form with many answer* that arc the same, you 
may want to use a default answer file. You can create a default 
answer file when you fill out a form. Then, each time you need 10 fill 
Out a form that requires these standard answer*, you can copy the 
default answer file and then revise the copy for the non-standard 
answer*. 

For example, lot's aay that you fill out insurance claims for the Labor 
and Delivery Department of a hospital. For ooch form, 20 answers are 
always the same (answers about the Labor and Delivery Depart- 
ment). The remaining 15 answers are different for each patient. To 
make your work easier, you can created, default answer file and use it 
to fill out the insurance forms. 



Creating the Default Answer File 

Lel'a continue with our previous example. You «l«t the HEALTH 
form and name the default answer file. Let's name the answer file 
LtMcf (for "Labor and Delivery default"). Now you answer the 20 
question* that always have the same answer. Because number, daw. 
and multiple-choice questions require answers. fi>r the Other ^ques- 
tions, you must provide "dummy" answers <so that the program will 
display the next question). You will simply type over these answers 
when you revise the answers for the new nnswer file, 



Using the Default Answer File 
to Fill Out Forms 

Let'* assume that you have created a default answer file for the 
HEALTH form. Now let's assume that you must fill out a Labor and 
Delivery claim form for the Gibson baby. Claire. Here are the tteos 
you would follow: 



1. From the Main Menu, type C£ to select Answer File 
Maifllcnanoo. 

2. Flash the LDdef Answer File and type QD to select the Copy 
op linn. 

3. Type n name for the copy. 

Let's name the copy Gibson and place the file on drive 1- The 
program returns to the Main Mean. 

+. Type QD to select Fill out a Form. 

5. FlMh the H EALTH form on the Directory of Forms and 
press (EHEK. 

fl. Flush the Gibson Answer File on the Directory of Answer 
Fif.es and type QD to Revise answers. 

If you have just made the copy, the Gibson Answer File will be 
flashing when the Directory is displayed. 

7. Press BMIiBJ to keep the name Gibson. 

Change the default description at this time. L et's cha nge it to the 
name of the Gibson baby. Claire. Then press GHD35). 

8, Now use the arrow keys to skip over th e 20 question s that are 
to remain the same and revise the 15 "dummy" answers by 
typing over each with the correct response. 

When you end the session, the program stores the GitawnJClaire 
Answi-r File on diskeUu. Now the Gibson/Claire Answer Filu con- 
tains all 35 answers (the 20 from the LDdef Answer File and the 15 
new answers you typed), 

Each time you fill out an insurance form for the Labor and Delivery 
Department, you simply follow the same steps. 
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PRACTICE; WORKING 
WITH ANSWER FILES 



Here are two exercises you can use to practice working with answer 
files. You. will work with the three formE (OVERDUE, ACE, and 
CARE) stored on the Formation, program diskette. 

For these exercises, you need a formatted data diskette and your 
backup of the Formation program diskette. 



Exercise I 



Follow these steps. 



liefer to these 
pages for help. 



1. Modify a diskette for use in drive 1. 71 

2. Use the information in Worksheet A to fill out the ACE 

form. (Name the answer file "Empire.") 35 

3. Print a hardcopy of the Directory of Answer Files. 77 

4. Copy the Empire Answer File from the program diskette 

to the data diskette in drive 1. 73 

5. Erase the Empire Answer File from the program diskette. 75 

6. Print new hardcopies of the directories to confirm the 
changes. 77 



Exercise 2 



Follow these steps. 



Refer to these 
pages for help. 



Empire News and Novelties is One i>f ACE Novelties' biggsst 
customers. They place up to four orders a mouth. In this 
exercise, you will pre pa re a default answer file to use for all of 
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the invoice* (Form 2} you send to Empire. Before you begin, 
make a photocopy of Form 2 (the ACE form). 

1, Use the answers from Worksheet B to create the default 
answer file. (The answers that are always the same.) 

Name the answer file "DefEmp," 

You must type "dummy" answer!; for some questions. For 
exnmpl e. you must answer the "nu mber of stems" question 
by typing zero. You must type an invoice number, and you 
must type a date. (You will revise these answers for each 
answer file.) 

If F ormation calculates some answers, it wil I display a zero 
and ask you to verify. 

2. Now use the default answers and the answers from Worksheet 
C to fill out the invoice. 

Make a eopy of Deffimp. Call it "1st July." 73 

Revise the answers using the information from 

Worksheet a 53 

Print the form. Make sure the correct printer 

parameter is set for your printer. (See page 97.) 68 
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IV. CREATING A FORM 
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22, OVERVIEW 



In order to fill out a form, you must first "create" the form. As you 
read in Working With Formation, in the overall proccs&inff of forms, 
this is Stage 1. (See page 5.) Using the preprinted form a* the model, 
you create a form in two steps: 

1. You writ* the questions by using the questions on the pre- 
printed form ns guidelines. (These questions will appear on the 
Answer Questions Screen.) 

2. You set the print positions for the answers. (Thus, you "pro- 
gram" each answer to print in the correct place on the form,) 



Planning 

Creating a form is like creating a simple program for a computer. As 
with any program, you begin by planning. You sit down with the 
preprinted form and some paper. You then make a complete list of 
questions from the preprinted form. To those questions, you add 
questions that will be needed to calculate or verify certain answers. 
Then you arrange all of the questions in the most logical sequence. 

Before you can plan the form, however, you must first learn how to 
create a form with the Formation program. (That's why the discus- 
sion on planning is at the end of this section.) 



Stage 1 Screens 

To give you a general idea of how you create a form, here is the 
sequence of screens you use. 

After you have inserted the program diskette and loaded the pro* 
, gram, the program displays the Main Menu. You type C3D to select 

v Creato or Reiviso a Farm. 

The program displays the Directory of Forma (in case you want to 
revise an existing form). In this example, the OFFICE? diskette in 
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drive contains three forms: OVERDUE, ACE, and CARE. The DATA 
diskette in drive 1 contains four forms: HEALTH, BOOKS, copy, and 
1G4C 



Form name Creaied 

Diskette name: OFFICE 1 



DIRECTORY OF FORMS 



OVERDUE 7/1 1/83 

ACE 5/27/83 

CARE 7/7/S3 

Diskette name: DATA 

HEALTH 7/23/83 

BOOKS 10/10/83 

copy 8/13/B3 

1340 7/1/83 

Drivo 2 not modified far FORMATION 

Drive 3 not modified for FORMATION 



Revised 
Drive: 
7/12/63 

7/14/83 

7/11/63 

Drive: 1 

7/27/S3 

10/10/83 

8/24/83 

9/16/83 



Description 

Space available: 30% 
Notice of fine 
Invoice 
Tax credit for expenses 

Space available: 92% 
rnSL,T,ineo claim 
Requisition forms 
copyright 
Tax return 



C reate or R evise form, view next P age or next D Isk 



To create the form on the diskette in drive 1, type QD to move the 
flashing to the drive 1 diskette ©ATA in the example), and then type 
(©to select the option Create form from the menu at the bottom of the 
Directory. The program replaces the menu at the bottom with the 
following prompt and field and positions the cursor at the beginning 
of the field: 

Name of form? 



For this example, well call the form NEWFORAI. 

The program then displays the description prompt and field under 
the name prompt and positions the cursor at the beginning of the 
Field. 



Name Of form? N£WFORM_ 
Descripiion of form? 



SU 
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After you have named and described the form, the program displays, 
one at a time, the following prompts and fields: 



CREATE NEWFORM 



~ 



Name of printer to be used? DW2_ 



How many characters per inch [4-20)? 10 

How many lines 10 the page (4-99]? 66 

How wide is the page (4-163 characters)? 80_ 



( 



You type your response to each of these prompts in order to indicate 
the printer and to set the print parameters [page size) for the form. 
Press dSHD after each response. After you set the print parameters, 
the program again displays the Directory of Forms in case you want 
to take the questions from an existing form as the basis for your new 
form (page 185) or in ease you want to print the questions from a 
different file. Note the NEWFORM entry. 



WRITE/REVISE QUESTIONS FOR NEWFORM 


Form name Created 


Revised 


Description 


Diskette name: DATA 


Drive: 1 


Space available: 93% 


NEWFORM 11/23/83 


1 1/23/83 


231-3452 


HEALTH 7/23/83 


7/27/83 


Insurance claim 


BOOKS . 10.10/83 


10/10/83 


Requisition forms 


copy 8/13/&3 


6/24/63 


copyright 


1040 7/1/B3 


9/16/63 


Tax return 


Drive 2 not modified for FORMATION 




Drive 3 not modified for FORMATION 





To use questions from flashing form press ENTER, or write N ew 
questions, print Q uestions. view next P age or next D isfc 



V 



Now you type QD to select the option wrile New questions, and the 
program displays the Write/Revise Questions Screen so that you can 
write the questions for NEWFORM. 
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WRITE/REVISE QUESTIONS FOR NEWFORM 



No Previous Question 



] Enter question number: 

] Kind: T ext, N umber, D ate, M ultlple choice 
] Condition: A (ways, F ormula 
] Sourca: Keyboard, Formula 
] Verify: Manual, None, Formula 
] Arid answer to columns: Y as, No 
] Enter text of question: 

] See N ext or P revious question, A del or D elete question 
Please type question number: 



No next question 

BREAK= clone, CTRL-N = next, CTRL-P = previous, shift-arrows = 



Ist/last 



You write the questions. When you have finished, you press IBREAlf ). 
Now you are ready to set the print positions, 

The program again displays the Directory of Forms, with a new 
menu at the bottom of the screen, in case ynu want to use the 
print positions from an existing form as the basis for your new 
form (page 1725 or in case you want to print the printer positions 
from a different file. (See page 165.) 



SET/REVISE PRINT POSITIONS FOR NEWFORM 



Form name Created 

Diskette name: DATA 



NEWFORM 11/23/83 

HEALTH 7/23/83 

BOOKS 10/10/83 

copy 8/13/83 

1040 7/1/83 

Drive 2 not modified for FORMATION 

Drive 3 not modified for FORMATION 



Revised 
Drive: 1 
11/23/83 

7/27/83 
10/10/83 
8/24/83 
9/1 6763 



Description 

Space available: 92% 
201-3452 
Insurance claim 
Requisition forms 
copyright 
Tax return 









To use printer positions from flashing form press ENTER, or set 
New ones, S end info to printer, view next P age or D isk 
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Now you type d) to select the option set New printer positions, and 
the program prompts you to insert the preprinted form into the 

printer: 

Please align paper to lop ot page 1 — press any key when done 

After you have inserted the form and pressed a key, the program 
displays the Set/Revise Print Positions Screen, 



SET/REVISE PRINT POStTlONS FOR NEWFORM 



1 
2 

3 
4 

5 
6 

7 

e 

9 

10 

11 

12 
13 

14 

15 
16 
17 

in 



(...5 — IS — IS — 20— 25— 30— 35— 40— 45— 50- .-55—60— 65— 70— 75 



Page: 5 Lino: 1.0 Column; 1-B/6 Fractional spacing OFF 
A sets answer, BREAK exits, press H tor HELP 



Yuu use this screen to set the print position for tho answer to each 
question. 



After you have set the print positions, you press (BREAK) to end the 
V session. The program returns to the Main Menu. 
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Summary 

1. You write the questions for the form on the Write/Revise Ques- 
tions Screen. When you have finished, the program stores them in 
a question file on the diskette. 

2. You use the printer and SefRevise Print Positions Screen to set 
the print positions fur the form. When yon have finished, the 
program stores them in a print file on the diskette. 

The program stores both the question file and the print file under the 
form name, which appears in the Directory of Forma, 
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23. NAMING AND DESCRIBING A FORM 
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To create a form, you name it, describe it, and then set the print 
parameters. Here are the step* you use to name and describe a form. 

To Name and Describe a Form 



( 



1, From the Main Menu , type (3D to select C re ate or Revise a Form. 

The program displays the Directory of Forms with a new menu at 
the bottom: 





DIRECTORY OF FORMS 


Form name Created 


Revised 


Description 


Diskette name: OFFICE 1 


Drive: A 


Space available: 30% 


OVERDUE 7/11/83 


7/1 2*83 


Notice of fine 


ACE 5/27/83 


7/14/83 


Invoice 


CARE 7/7/B3 


7/11/83 


Tax credit for expenses 


Diskette name: DATA 


Drive: 1 


Space available?: 92% 


HEALTH 7/S3/83 


7/27. 83 


Insurance claim 


BOOKS 10/10/83 


10/m j 33 


Requisition forms 


copy 8/13.83 


8/24/83 


copyright ■ 


104ffl 7/1/83 


9/16/83 


Tax return 


Drive 2 not modified for FORMATION 




Drive 3 not modified for FORMATION 




C reate or R evise form, view next P . 


ige or next D Isk 
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Let's assume that you work in insurance and you are creating an 
insurance claim. To create the form on ths diskette in drive 1, type 
CD to move the flashing down to the drive 1 diskette [DATA in the 
example). 

2. Type QD to select Create form. 

The profrram replaces the menu at the bottom with the following 
prompt and field. (The program positions the cursor at the begin- 
ning of the field.) 

Name of form? 



m 



3. In the field, type ft name for the new form and press OfNTf ft 1 - 

You tan type any combination of up to 16 character* for the form 
name. If you type IScharacters, the program automatically enters 
your response. (Let' s call the form NEWFORM.t Type the nam* in 
the field and press (HUB. 

Below the name prompt, the program display* the description 
prompt and field: 

Name- ol form? NEWFORM 

Description ol form? 



( 



4. In the field, type a description for the new form and press 
iEHTtpi . 

You con typo any combination of up to 26 characters for the 
description, If you type 26 characters, the program automatically 
enters your response, (Let's describe it by its document number 
201-3452.) You type the description in the field and press GHUD. 

Nam* of form? NEWPORM 



©ascription of fwm? 2Gl-3452_ 



Now the program displays the first of the four print parameter 
prompts so that you can set the print parameters. 
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24. SETTING THE PRINT PARAMETERS 



After you have named and described the new form, the program 
displays four prompts and fields, one at a time. You answer each 
prompt and press (Mtt® to set the print, parameters. Here are the 
four prompts shown at one time, with the default responses. (IT you 
change one or more of these parameters, the parameter you set 
becomes the new default.) 

Name of printer to be used? DW2_ 



How many characters per Inch (4-20)7 10 

How many lines to the page (4-99)7 66 

How wldo is the page (4-1 6S characters)? 80— 

You use the fields to set the overall specifications for the form; printcT 
name (type), characters per inch (pitch), lines to the page (length), 
and width. 

To Set the Print Param&ters 



When you press IEHTEBi after describing the form, the program dis- 
plays first this prompt and field: 

Name ol printer to be used? DW2 



1- In the field, type the code that describes the printer you are 
using and press ( 



This prompt enables you to name the printer you wi 1 1 use when you 
print the answers on the form, You may select one of the following 
printer codes: 

DW2 for the Dai sy Wheel II 

DWP for the Daisy Wheel 4lt) 

DMP3190 for the DMP 2100 



t 



To keep the default, just press (EHTER: 

When you press (BMB), the program displays the second prompt 
and. Held: 

How many characters per inch (4-20)? 10 
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2. In the field, type a number from 4 to 20 to set the number of 
characters per inch (pitch) and press CEBIEB). (If you type two 
digits, the program automatically enters your response,) 

This prompt enables you to set the pitch. Pitch is the number of 
characters that print per inch. 1 characters per inch (often called 
pica) and 12 characters per inch (often called elite} are the most 
common. Here are the pitches available for each printer 

DW2 only 10 and 12 

DWP410 only 10 and 12 
DMP2100 5, 6, 8, 10, 12, 16 

To keep the default, just press [ENTER! , 



When yon press [EHTEHl the program displays the third prompt and 
field: 

How many linos to the page (4-99)? 66 



3, In the field, type a number from 4 to 90 to set the number of 
lines for each page. (If you type two digits, the program auto- 
matically enters your response.) 

This prompt enables you to set the length of each page of the form 
in lines. Printers print 6 single-spaced lines per inch. For example, 
standard &Vg x 11-inch paper is 06 lines long (6 x 11 = 66), 

To keep the default, just press LENTEft. 

When you press (ENTER) , the program displays the fourth prompt 
and field: 

How wide is the page (4-168 characters)? 80_ 

4, In the field, type a number from 4 to 168 to set the width of the 
form. (If you type three digits, the program automatically enters 
your response.) 

This prompt enables you to set, in characters, the width of the 
form. The number of characters depends on the pitch you have set 
in response to the characters per Inch prompt. You convert inches to 
characters, For example, for a form on standard 8% x 11-inch 
paper, you usually set a width of 8 inches. With 10 characters per 
inch, the width is then 80 characters (8 * 10). With 12 characters 
per inch, the width is 90 (8 x 12), 
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To keep the default, just press (INTER' . 

After you have set the last prist parameter and pressed (EHTEft) . the 
program displays the Directory of Forms (with the heading 
WRITE/REVISE QUESTIONS FOR --) and lists your new form as 
the first entry for the diskette you are storing the form on. The 
program now displays a new menu at the bottom of the Directory. 



WRITE/REVISE QUESTIONS FOR NEWFORM 


Form name 


Created 


Revised 


Description 


Diskette name: 


DATA 


Drive: 1 


Space available: 32% 


NEWFORM 


11/23/83 


11/23/83 


201-3452 


HEALTH 


7/23/83 


7/27/83 


Insurance claim 


BOOKS 


10/10/83 


10/10/83 


Requisition forms 


copy 


B/ 13/83 


8/24/83 


copyright 


1040 


7/1/83 


S/1&783 


Tax return 


Drive 2 not modified for FORMATION 




Drive 3 not modified for FORMATION 





To use questions from flashing Form press ENTER, or write N ew 
questions, print Q uaslions, view next P age c*r nexl D isk 

5. Type QD to select the option write New questions. 

Mow the program displays the Write/Revise Questions Screen so that 
you can write the questions from the form. 
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25. WRITING FORM QUESTIONS 



After you have named and described a form, set the pri nt pa rametere. (~ 

and typed QD to select write New questions, the program displays the 
Write/Revise Questions Screen. 



-WRITE/REVISE QUESTIONS FOR NEWFORM 



2 —No Previous Question 

] Enter question number: 

] Kino": T ext, N umber, O ate, M ultlple choice 
] Condition: A Iways, F ormuia 
] Source: K ey board, F ormuia 
] Verity: M anual. N one. F ormuia 
] Add answer to columns: ¥ es, Ho 
] Entor taxi of question: 
4 — [ ] See N exl or P rovious question, A dd or D elele Question 
Please type question number: 
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6 —No next question 

7— BREAK -done, CTRL-N = next. CTRL-P= previous, shift-arrows - istrtasl 



The Write/Revise Questions Screen 

The Screen has seven areas: the heading, the previous-question area, 
the current-question area, the command line, the response area, the 
next-question area, and the prompt line. 

1. Heading 

In the heading, the program displays the name of the form you are 
working with. (NEWFORM in the preceding example.) 

( 

2. Previous-Question Area 

Here the program d ispl ay s the previous-question number and text. I f 
there is no previous question, as in the preceding example, the pro- 
gram displays the message No previous question, 

100 



3. Current-Question Area 

Here you writ* each question by typing a response for each of the 
seven "dofiners." (The definers are described below.) 

4. Command Line 

The lost tine, with brackets at the beginmngtmaking it look like the 
eighth deflner). you use to move to the next or previous question and 
to add or delete questions, 

5. Response Area 

The program uses the two lines below the command line to list 
prompt* and th e fiel d> th a t you use to write or revise qu est ions , In the 
example, the prompt is Please type Question number: followed by a 
field where you type your response. The program at** dis.pl ay* error 
message* her*. 

6. Ncxt'Quesiion Area 

Here the program displays the next-question number and text, tf 
there is no next question, as in the example, the program displays the 
message No next question. 

7. Prompt Line 

Here the program displays prompts. 



The Seven Definers 

To "write" a question, you type a HMPWW for each of (he seven 
definers. You write questions one at a time. Far encamp! e. when you 
first display the Write/Revise Question* Screen, the program moves 
the cursor within the first set of brackets (En'cr question number). 
You type a number, and the program then moves the <ur*»r down to 
(he next set of brackets. You type a letter. 

After you have responded to each of the definers, the program moves 
to the next question and displays the seven definers again. The 
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progTam again positions the cursor within the first set of brackets. 
Now you answer each definer for this question. 

To Write a Question 

As we have noted, to write a question, you respond to each of the 
seven define rs. The program positions the cu rsor wi thin the brackets 
for the Tint definer 

[ ] Enter question number 

and displays in the response area the following prompt: 

Please type question number: 



1. In the field, type a number for the question and press (EHTfflB - 

You can type any number from to 9999, You can also type 
decimal numbers. The only limitation on the number is the 
4-charscter length of Uie field. (For example, you can type 1.99, 
10.1, or 9001 1 If you type four numerals, or three numerals and a 
decimal point, the program automatically enters the response and 
you do not have to press [EaTEKl 

Using decimal numbers Generally you use decimal numbers to 
Add a question between two existing questions. (For example, to 
add questions between questions 3 and 4, you can number the 
added questions as 3. 1 , 3.2, and so on. ) For more inforjnati on about 
question numbers, see page 154. 

The program moves the cursor down to the brackets for "Kind." 
[ ] Kind: T exl, N umber, D ate, M ultiplo Choice 

2. Type QQ,GD.GD. or CD to define the Kind of question you are 
writing. 

Text Type CD to define the question as a tent question. Now the 
progTam will accept any combination of up to SO characters (tet- 
ters, numbers, symbols, spaces) for the answer when you fill Oul a 
form on the Answer Questions Screen. 
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Also, define as "text" those questions that ask for numbers but do 
not require any calculation. (For example, if you want to ask for a 
Social Security number, define the question as text since the 
answer will not require calculation.) 

Number Type (£) to define the question as a number question. 
The program will accept only number answers when you fill out 
the form on the Answer Questions Screen, 

Define as "number" those questions whose answers require cal- 
culations. (For example, if your question is "Number of widgets 
sold?" or "Price of widget?" or "Total amount for widgets?" define 
tlie question as "Number;") 

Date Type QD to define the question as a date question. The 
program will accept only answers typed in the format MM/DD/YY 
(for month, day, year) when you fill out the form. 

Multiple choice Type QD to define the question as a multiple- 
choice question. Later, when you type the text of the question, you 
must type a set of parentheses for each answer alternative. Then, 
on the Answer Questions Screen, you select the correct answer by 
moving the cursor within the parentheses and pressing JHIEEJ- 
The program numbers each choice beginning with 1, [f there are 
three choices, the answer can be either 1, 2, or 3. (You use these 
numbers when you create formulas.) 

After you have defined the Kind of question, the program moves the 
cursor down to the brackets for Condition. 

[ ] Condition: A fways, F ormula 



3. Press (HflEflJ to keep the default CO for alwayM or type CD for 
formula. 

Always The program will always ask the question on the Answer 
Questions Screen. 

Formula The program will ask the question only under a specific 
condition. (For example, you can tell the program to ask the ques- 
tion only i f the answer to question 1 2 was 3 , If the answer was any 
number other than 3, the program will not ask the question.* 
When you type CO, the program displays in the response area the 
following prompt and field: 



1Q3 



Enter formula to use as condition: 



Type a formula that contains a relational operator. Here, a re- 
lational operator is simply a mathematical symbol that describes 
the relationship between numbers and answers, For example the 
symbol = between two numbers means that the first number is 
equal to the second. (Thus, #12 = 3 means that "the value of 
answer 12 is equal to three.") As another example, #12<#17 
means that "the value of answer twelve is less than the value of 
answer seventeen." 



( 



• If the program evaluates the relationship created by the 
answers as true, it will ask the question on the Answer Ques- 
tions Screen. 

• If the program evaluates the relationship created by the 
answers as false, it will not ask the question on the Answer 
Questions Screen. [For a detailed discussion of formulas, see 
page 109.) 

A Her you have defined Condition, the program moves the cursor down 
to the brackets for Source. 

[ J Source: K eyboard, F ormula 

4. Press SNTlfiJ to keep the default CD for keyboard or type CD 
Cor formula. 

Keyboard This requires the operator to type the answer from the 
keyboard. When the program displays the question, on the Answer 
Questions Screen, it will wait fur you to type an answer and to 
press (MES. 

Formula This requires the program to catcutate the answer. 
When you type CD, the program displays in the response area the 
following prompt and field: 

Enter formula 10 use as source: 



( 



Type a formula (for example, #2 + #11) and press OMEffi. Now, 
when you fill out the form, the program will use the formula to 
calculate the answer to this question. In the example given, the 
program will add the values of the answers to questions two and 
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eleven together to determine the answer to the current question. 
Unless you ask for verification (the next definer), the program will 
not display its answer in the current-question area of the Answer 
Questions Screen. (For a detailed discussion of formulas, see 
page 109.) 

After you hove defined Source, the program moves the cursor down to 
the brackets for Veiify, 

( ] Verify: M anual, N one, F ormula 

5. Press CHIEB) to keep the default QC for none, type QD for 
manual, or typB CD for formula. 

None This specif! es that the answer requires no veri ficulion . On 
the Answer Questions Screen, the program will accept any answer 
(as long as it meets the "Kind" definition: text, number, date, or 
multiple choice). 

Manual This requests "manual" (oper ator) v erification. Later, 
when you answer the question and presstBOft & a Answer Ques- 
tions Screen will display this prompt: 

Is this answer correct (Y'N)? 

You must then type (JJ for yes or QD for no. (Normally, you select 
manual verification if you have dc-fincd the "source" of the ques- 
tion as a formula.) 

Formula This requires the program to verify an answer by ap- 
plying a formula. When you type CD. the program displays in the 
response area the fallowing prompt and field: 

Enter formula to use as verification: 

Type a formula and press (HUES!. The formula must contain a 
relational operator such as = or <.When you answer the question, 
(he program applies the formula to evaluate the answer. 

• If the program evaluates the answer as true, it wilt accept the 
answer and go on to the neit question, 

• If the program evaluates the answer as false, it will flash this 
prompt at the bottom of the Answer Questions Screen: 

•**•*"••• Answer does not verily — please try again 
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If you receive this prompt while filling" oat a form, you must press 
IBEM and answer the question again. The prau'rum will not allow 
you to continue until it evaluates the answer as true. Select the 
formula option only if you want the user to calculate the answer; 
that is, when you have defined the "source" as "keyboard." (Far a 
detailed discussion of formulas, see page 109.) 

After you have defined Vef ify, the program moves the cursor down to 
the brackets for Columns 

[ ) Add answer to columns: Yes, No 

(> . 1 ? rtw s f Et)T E Ft' to kee p the default f H ~) fo r No or ty pe CD {iir ^** 

No The program does not add the answer to a column. 

Yes If you have defined "kind" as "number," you can type (32 to 
add the answer to one or more columns. The program displays this 
prompt and field: 

Type up to 16 column no. (1-16) separated by Spaces Of commas: 



Type one or more column numbers and press tMIEfi). If you type 
more than one column number, separate the numbers with spaces 
or commas. For example: 

1234 



1,2,3,4 



You can only add numbers to a column. Each number you add to a 
column is added to the existing total. Therefore, you generally use 
a column to keep track of "running totals," 

To retrieve a number from a column, you write a question and 
define its "source" as "formula." When you type the formula, you 
type GD for column, andthenthe number of the col umn whose total 
you want. For example, let's say yi>U write two questions. The 
program adds each answer to column 1 (C2): 

Question 13 is "Number of widgets?" 
Question. 21 ia "Number of wacketaT 

Now, you writ* question 40 and define the "source" of its answer as 
"formula." You type C2 as the formula. Thus, when you fill out the 
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form, the program adds the answer to question 13 to column 2. It 
also adds the answer to question 21 to column 2, Thug, column 2 
contains the total of answers 13 and 21. 

When the program answers question 40, it retrieves the total from 
column 2 as the answer. 

You may not use the question number of An unasked question as 
an element in a formula. The "Care Form" example on your data 
disk demonstrates the use of columns to circumvent this limita- 
tion. Review questions £7-3*1 ■ (his Form for an illustration of this 
principle- 
After you have defined Columns, the program moves the cursor down 
to the brackets for Enter 1oxt oi ::■■■■■•' on. 

[ ] Enter text of question: 
The program displays in the response area this prompt And field: 
Enter question text on next line: 



7. In the field, type the text of the question and press LEHLifiL 

You can type any combination of up to 80 characters (letters, 
numbers, symbols, and spaces) This is the text that the program 
displays On the Answer Questions Screen. 

Typing multiple -choice questions Only one case is special when 
you type text. If yon have typed fJD to define "kind" as multiple 
choice, then you must provide two or more choices. Yon type one 
set of parentheses for each choice (with a maximum of 9), 

• You can type each choice within parentheses: 

Branch: (Main) (Dowager) (Norton) 

• You can type the parentheses before or after each choice: 

Branch: ( )Main ( )Dowager < JNorton 
Branch: Main( ) Dowager[ ) Morton ( ) 

• You can group the parentheses: 

Branch: ()()() Main Dowager Norton 
To move la next question Enter text of question is the Last definer. 
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After you type the question text and press (ENTE R), the program 
positions the cursor within the brackets of the command line: 

[ ] Sea N ext or P revious question, A dd or O eloto question 

6. Type QD to write the Next question. 

The program moves the current question up to the previous- 
qurstinn area find dears the current-question area ™ that you can 
write the next question. 

If you type Q£), the program moves baek to the previous question 
and enables you to revise your responses for that question, Press- 
ing C£D or GD will enable you to add or delete a question at this 
point. (For more about adding and deleting questions, see page 
170.) 



Ending the Session 

To end the session and to store the questions on the diskette, press 
(BffiSE 1 - The program displays the Directory of Forms with a new 
menu so that you can set the print positions for the form. 
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26. WORKING WITH FORMULAS 



You can use a formula in one of two ways when writing (or "defining") 
questions. First, you can use a formula as the "source" of an answer. 
Here the program applies the formula to calculate an answer, Second, 
you can usfl a formula as a "condition" for the appearance of a 
question or to verify the correctness (or appropriateness) of an 
answer. Here the program applies a formula and evaluates an answer 
as true or false. 



Formulas for Calculating Answers 

A formula you use as the "source" of an answer requires the program 
to calculate. Formulas for calculating answers may include "con- 
stants," "arithmetic operators," "functions," and "parentheses." 
These formulas must not include "relational operators." {See the 
following discussion for definitions of these terms.) 



Formulas for Evaluating Answers 

A formula that you use for "condition" requires the program to 
control whether or not a particular question appears on the Answer 
Questions Screen. If the program applies the formula arid finds that 

the answer does not conform to the condition you have set, then it will 

not ask that question. 

When you use a formula to "verify" an answer, the program will 

check the correctness of the answer. 

Formulas for evaluating answers may include constants, arithmetic 
operators, logical operators, functions, and parentheses. These for- 
mulas must include a relational operator. 



Using Constants 

To create a formula, you use constants, operators, and functions. 
A constant stands for a value, such as a number of a date, You use 
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operators to tell the program to perform an operation with one or 
more constants. You Use a function to tell the program to perform a 
calculation. 

Whether you type a formula, for calculating or evaluating an answer, 
you can include these constants: # (for the answer to a question), 
numbers, C (for column), and D (for date). 

# for Answer to a Question 

To use in a formula the answer to a question, type # and then the 
question number, The value of that answer is always a constant in 
the formula. For example, to uae the answer to question 11, type: 



#11 



Numbers 



You can use numbers in formulas. For example, ill a question that 
calculates a sales tax of 8% on the amount from question 11, you type 
* (multiply): 



#11*.«J8 



C for Column 



For any question, you use the "column" definer to add the answer to 
one or more of 16 columns. The definer appears on the Wri te.Tlevise 
Questions Screen: 

[ ] Add answer to columns: Yes, No 

To get the current value from a column and to use it in a formula, you 
type QD and then the number of the column you want. For example, 
to use the current value from column 5, type: 



C5 



D for Date 



You can use a date in a formula to perform addition or subtraction 
using the datfl as a constant. You type a 3D and then type the date. 
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Use the format MM/DD/YY. For example, to use the date May 15, 
1985, in a formula, type: 

DQ5/15/S5 



Using Operators 

You use arithmetk operators to tell the program how to calculate: 
addition, subtraction, multiplication, division. You use relatborud 
operators (such, as = Ho tell the program tocv;ihi,-iic t±t- relationship 
between two or more constants or expressions , You use logical oper- 
ators (such as AND) to tell the program to perform a logical test on 
two or more constants, or expressions. 



Arithmetic Operators 

Use the standard arithmetic operators; to add. subtract, multiply, and 
divide. You can use them in formulas for calculating or evaluating. 

Type To Perform Example 

® Addition #7 + #4 

© Subtraction #7- #4 

Q Multiplication #7*#4 

CD Division #7/#4 

Relational Operators 

You U5C relational operators (such as - ) to tell the program to 
compare two answers. You can use these relational operators: 



For example, in the following formula, the relational operator = 
compares the value of the answer from question 11 with the total in 
column 2. 



Ill 



m-cx 

tflhe value ofthe answer from q lestioa '. i equals (tatot.il ineolumn 
2, then tta program evaluates the relatioftihipas'true." If the value 
of the answer from question II does not equal the total in eolomn 2, 
(hen the program evaluates the relationship as 'false* 

You mvtt type a relational operator in formulas you type for the 
condition or verification definitions, 

You miw( not type n rulutionnl operator in formulas you type for the 
source definition, 

■ (Equals): A « B 

If A equals 11. the program evaluates the relationship as true. If A 
does not equal B. the program evaluates the relationship as false. 

> (Greater Thanh A > B 

If A is greater than 8, the program evaluates the relationship as true. 

If A is less than or equal to B, the program evaluates the relationship y 

as false. 

< (Less Than): A< B 

If A in less than B. the program evaluates the relationship as true, If 
A is greater than or equal to B, the program evaluates the rela- 
tionship us false. 

> » (Greater Than or Equal To); A>= B 

If A is greater than or equal to B, the program evaluate* the rela- 
tionship as true. If A is loss than B, the program evaluates the 
relationship As falw. 



< = ft**- Than or Equal To): A <~ B 

If Aii less than or equal to B. the program evaluate* the relationship 
as true, If A is greater than B, the program evaluates the rel alionship 
as false. 
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< > (Not Equal Tok A<> B 

If A is not equal to B, the program evaluates the relationship as true. 
If A is equal to B, the program evaluates the relationship as false. 



Logical Operators 

Tn formulas you use to add a condition to a question or to verify an 
answer, you can use the logical operators AND or OR. The program 
usee these operators to make a logical test between two or more 
relationships. For example, let's say you use a formula to create a 
condition for a question. You want the program to ask question 20 if 
the answer to question 5 is greater than zero AND if the answer to 
question 15 is less than 200, You use the logical operator AND to tell 
the program to make a logical comparison between question 5 and 
question 15. 

(#5>0) AND (#15^200) 

You must enclose in parentheses the expressions on either side of a 
logical operator: otherwise, the program will not evaluate the ex- 
pressions properly. 

AND: (#11 =2) AND (#15=1) 

If both conditions are true, the program evaluates the relationship as 
true. If cither condition is false, the program evaluates the rela- 
tionship as false. 

OR: (#11=2) OR (#15=1) 
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Ueither condition is true, the program evaluates the relationship as 
true. If both conditions are false, the program evaluates the rela- 
tionship as false. 

NOT 



You can use the logical function NOT to reverse the logical value of 
an argument- If a statement is true, NOT makes it false. If a slate 
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ment is false, NOT makes it true. For example NOT#5- #7 means 
that the answer from question 5 should no! equal the answer from 
question 7. 

(#11=2) AND NOT (#15-1) 

If #11 « 2 and #15 does not equal 1, then the program evaluates the 
relationship as true. 



Using Functions 

A function is a "shortcut" you use to perform a calculation. For 
example, rather than using several steps to convert a number to an 
integer [whole number}, use the function INT. 

The program provides three arithmetic functions for standard cal- 
culations' INT (convert to integer), RND (round off), and ARS (con- 
vert to absolute value). 

In the following discussion, the term argumtnt (abbreviated as 
"Arg") refers to a number value in the formula. 



INT(Arg) 

You use the integer function to tell the program to "return" the 
largest whole number that is not greater than the argument- Type 
the argument in parentheses. For example; 



INT (334.1211) returns 334. 
INT {334,91 H) returns 334, 



RND(Argl;Arg2) 

Here you are using the round function to tell the program to round off 
argument 1 as specified in argument 2, Use RND to round either the 
integer (whole number) or the fractional portion of a number. 

In parentheses after RND. type argument 1 (the number or constant 
you want to round), type a semi-colon, type argument 2 (the kind and 
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degree of rounding). For example, to round 334-54545 to the nearest 
100, type 100 as argument 2: 

RND<334.54545;100) returns 300. 

To round 334,54545 to the nearest hundredth, type .00 as argu- 
ment 2: 

RND(334.54545;.Q0) returns 334.55, 

ABS(Arg) 

You use the absolute function to tell the program to "return" the 
absolute value of the argument, (The program returns either a posi- 
tive or negative value as a positive value.) For example; 

ABSdQOl returns 100, 
ABS;- 100) returns 100. 



Using Parentheses 

In addition to the constants, operators, and functions, you can use 
parentheses to explain calculations and to clarify expressions. For 
example, you can "nest" operations by enclosing them within pa- 
rentheses. In this way, you can separate operations for clarity and 
also direct the sequence in which the program will perform the 
operations, since the program works from inner sets of parentheses 
to outer seta. Here are three examples of expressions that use 
parentheses: 

«#1 + #12 + #22)».08)*C1 

<Q<#8) AND (#8<99999) 

INT«#S - #S. 1*10000)/ 1 000) 

Negative numbers must he enclosed in parentheses. 

Order of Operations 

For logical and arithmetic expressions, the program works with 
formulas in the following order (or priority). 
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Logical Expressions 

Unless the order is altered by parentheses, the program works with 
Logical expressions from left la tight. For example: 

(#11-1) AND (#15=2) OR (#22-4) 

In this formula, the e-wgram evaluates the relationship between the 
first two conditions (#11 = 1 AND #15 = 2), and then it evaluates 
t!\eir relationship to the next condition. Thus, if either condition 
before or after the OR is true, the relationship is true: as long as 
#11 - 1 AND # 15 = 2 is evaluated as true, OR #22 - <t is true and the 
expression is true, 

In the following example, 

(#11 = 1) OR (#15 = 2) AND (#22 = 4) 

the program again evaluates the relationship between the first two 
conditions (#11 = 1 OR #15 = 2), and then it evaluates their rela- 
tionship to the next condition. Thus, if both conditions before and 
after the AND are true, the relationship is true: as long as either 
# 1 1 - 1 OR # 15 - 2 is true. AND #22 - 4 is true, then the expression 
is true. 

If you type parentheses within a logical expression, the program 
works with the statement within parentheses first and then con- 
tinues from left to right. For example: 

(#11-1) AND ((#15 = 2) OR (#22 = 4)) 

The program first works with the statement in parentheses. As long 
as #U - 1 is true, AND either #15 = 2 OR #22-4 is true, then th« 
relationship is true. 

Arithmetic Expressions 

The program wortts with arithmetic expressions in this order: 

1. Functions 

2. Parentheses 

3. Multiplication and division 

4. Addition and subtraction 
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Iters is an rumple. The top numbers show the order. 

13 2 4 

INT' -in * <C2 + #1S> +■ #21 

1. The program first performs the INT function. 

2. Then it per forms the calculation within parentheses, 

3. Next, it multiplies the integer by the sum from the parenthetical 
calculation, 

4. Finally, it Add* that product to the answer from question 21. 

Hero if an example with nested calculation*. 

2 3 1 6 5 1 

«C2 + 10001 -100) 110 - #11 ■ INTV#15) 

1. The program first find* the integer value of question 15. 

2. Then it perforn*,* the parenthetical calculation* beginning with 
the innermost parentheses. 

3. Next it works to the outer parentheses by multiplying the sum 
from the parenthetical calculation by 100. 

4. Then it performs the division: it divided the result of the paren- 
thetical calculations by 10, 

5. It multiplies the answer to question 11 by the integer value of 
question 15, 

6. Finally, it perform; addition and subtraction: it subtracts the 
results to the right of the minus sign from the results to the left of 
the minus sign. 



Using Dates 

You can use dates in formulas for either evaluating or calculating. 
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As Constants 

You can use the number of a question that contains a date. 

#11 

or you can type a date by typing QD followed, by the date. Use the 
format MM/DD/YY: 

D07/04/8S 

In Formulas That Evaluate Answers 

You can use dates in formulae you apply to condition a question or hi 
veri fy an answer. Here i s a formula used as th e condition for question 
20. The program will ask question 20 only if the answer to question 9 
is May 1, 1985: 

{#9) = fD05/0l/85) 

Here is a formula that verifies the answer to question 10. The answer 
must fall within the month of May 1965: 

((#10) < (D06/01/S6)) AND C(DO4/A0/85) < (#10)) 

Thus, tha answer to question 10 must be less than June 1, 1985, and 
greater than April 30, 1986. 

I ii Formulas That Calculate Answers 

You can add day3 to a date or subtract days from a date. (You cannot 
add one date to another date or subtract one date from another date. 
You also cannot multiply or divide a date by a constant.) For exam- 
ple, if the answer to date question 3 is May 1, 19S5, you can add 15 
days to the date as the source of the answer to question number 14: 

#3+15 
or 

D05/0 1/85 +■ 15 

In either case, the program calculates the answer to question 14 as 
05/16/85. 
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You use the same idea to subtract days from dates: 

#3-15 
or 

D05/0L/85-15 

In either case, the program calculates the answer to question 14 as 
04/16/35. 
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27. WORKING WITH THE 
SET/REVISE PRINT POSITIONS SCREEN 



Alter you have written the questions for a new form, you pices 
msMi- The program displays the Directory of Jormn tin case you 
want to uac the print positions from on existing form as the Wis of 
your new form). At the bottom ofthq Directory, the program displays 
a new menu: 



To use printer posillons from flashing form press ENTER, or set 
N ew ones, S end Info 10 printer, view next P ago or D Isk 

1. Make sure thutthe name of the form you arc working with is 
flashing, then type QD to set New printer position*. 

The program clears the screen and displays this prompt: 

Pteasa align paper to top of page 1 — press any key whpn done 

£, Insert a copy of the preprinted form into the printer. 

3. Pro** any key. 

The program displays the SeuRevise Print Position* Screen. The 
Screen has four main areas: plotting area, message area, status line, 
and prompt area. 
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SET/REVISE PRINT POSrnONS FOR NEWFORM 

- - 



Planing Area 



(„.S-„. t0~ 1 S" 29-25-^0— 35— 40— *5— 50- -55— «0- -^S-70— 7S 



P«g«: 1 Une; 1.0 CcJuew: 1-0.6 Fractional swcwig OFF Maii» 
A sola answ»f. BREAK ems. fxess H for HELP fn wnum 

You use the Screen nnd the printer to Set the print position for the 
answer to eo*h question you have written. 

When you display the Set/Re vise Print Positions Screen, the program 
activates the printer, You use keys to position the printhead on the 
form. The Set^Reviso Print Positions Screen bacomes a "map" of the 
form in the printer, Aa you move the printhead to different positions 
on the form, the euruor on the screen shows these positions in Lines 
and columns. 
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Plotting Area 

The plotting area is defined by a horizontal axis at the bottom and a 
vertical axis at the left. Aa noted, the area is a "map" of the form in 
the printer. As you move the printhead, the cursor moves correspond- 
ingly through the plotting area. The cursor shows print position* in 
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lines and columns. You set the position for an answer by using the 
question number. (The program uses the question number to identify 
the "kind" of question for the position.) The program displays a 
symbol in the platting area: T for text, N for number, D for date, and X 
foT each multiple -choice answer. The Screen might look something 
like this: 

SETI REVISE PHI NT POSITIONS FOR NEWFORM 



1 

2 
3 
4 
5 
6 
7 

9 

10 
11 

12 
13 
14 
15 
IB 
17 
18 






T 
T 
T 
T 
T 
T 



N 
N 
N 
N 

x 



T 



D 
T 



T 
T 
T 






N 
N 
N 
N 












-5— (10-- 15— 2d-- + 25—33—35 + -40— 45— 5 + — 55— 60—65-1— 7B~- 75 



Pago: 1 Lino: 1.8 Column: a-flfl FracUonal spacing ON 
A sets answer, BREAK exile, press H for HELP 



■ 



The Horizontal Axis 

The line of numbers and dashes (0 through 75) across the bottom of 
the Screen represents columns, on the form, Each column is the width 
of one character. Thus in 10 pi tch , a column is one tenth of an inch. In 
12 pitch, a column is one twelfth of an inch. When you press (SPACE], 
you move the printhead and the cursor one column to the right (for 
example, from column 1 to column 2). You determine the width of the 
horizontal axis when you set the width parameter. You can set a 
maximum width of 168. 
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If you set tabs or a left margin, the program displays them in the 
horizontal axis: 

( represents a left margin. 
+ represents a tab. 

The Vertical Axis 

The numbers down the left represent single-spaced lines On the 
paper. There are six lines per inch. When you press © , you move the 
printheed and the cursor down one line (for example, from line 1 to 
line 2). You determine the length of the vertical axis when you Set the 
length parameter. You can set a maximum page length of 99 lines. 



Message Area 

The Screen uses two lines beneath the horizontal axis to prompt you 
for information and to display fields for your input. When you first 
display the Screen, the message area is blank, As you set positions for 
different kinds of answers, the program uses this area to prompt for 
information. The program also displays error messages in this area. 



Status Line 

Beneath the message area, the Screen displays the status line: 

Page: 1 Line: 1 .0 Column: 1-0/S Fractional spacing OFF 

The status line indicators always tell you the current horizontal and 
vertical position of the printhead in relation to the form in the 
printer. 

Page: Some forms are more than a page (such as a form where you 
must fill out the front and the back). For these forms, the page 
indicator tel I s you which page you are on. You ea n use a m axi mum of 
nine pages. 

Line: The line indicator tells you the current vertical position in 
lines, If you use fractional spacing to move a form up or down in 
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increments of e half line, the line indicator displays the fractional 
spacing after the decimal. For example, if you are on line 11 and 
move down a half line, the line indicator displays 11.5. If you 
move down another half line, the line indicator displays 12, then 

12.5, and so on. 

Colum rv. The col umn indicator tells you the current horizontal posi- 
tion in columns, If yon use fractional spacing to move a form, left or 
right one sixth of a column, the column indicator displays the frac- 
tional spacing after the dash. For example, if you are on column 11 
( 1 1 -0,'S ) a nd mo vc the pri nthead one sixth of a column to the right, the 
column indicator displays 11-1/6. If you move it another siitth of a 
column to the right, the column indicator displays 1 1-2/6, and so on, 
to 11-5/6. The next column would then be 12-0/6. 
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Prompt Line 

Beneath the status line, the program displays prompts. When you 
first display the Screen, the program displays this prompt: 

A sels answer. BREAK exits, press H for HELP 

We will discuss the first two prompts when we talk about setting 
print positions (page 131). The last prompt, press H (or HELP, will 
come in handy if you forget a command. 



The Help Screen 

Many m:nmnndi> are available to you while working on the Set/ 
Revise Print Positions Screen. To lonk up a command, display the 
Help Screen. 

To display the Help Screen, you type QD. To clear the Help Screen 
and to return to the Set/Revise Print Positions Screen, press any key. 
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ARROWS & SPACEBAR move printer. Shift arrows paga & lab printer. 
ENTER moves prinler to left margin. 

F turns Fractional spacing mode on and off, 

M Moves printer to any setting, N to any page Number. 

L sets new Left margin. R sets temporary Right margin. 

T sets and resets a Tab. 

A sets Answer to print at printer position. 

S Shifts setting at printer position to new position. 

D Deletes tne setting at the printer position. 

" (quote mark) prints literal text. 
CLEAR -U underscores a setting. CLEAR-S prints it struck out. 
CLEAR-C prints setting all caps, clear-b prints setting In bold. 

? (question mark) lots text be entered at print time, 

P Prints a hard copy of current printer settings. 
(period) sends a period to the printer immediately. 
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28. MOVING THE PRINTHEAD 



To set an answer, margin, or tab, you must first move the printhead 
to the correct place on the form. (You do not actually move the 
printhead up or down, but rather the form. However. Tor the sake of 
simplicity, we will refer to "moving the printhead* 1 in the following 
explanations.) 



One Character or Line 

You use the arrow keys and the spacebar to move the printhead one 
column or one line at a time. These keys repeat, If you hold down an 
arrow key, the printhead continues to move in the direction of the 
arrow. IF you hold down the spacebar, the printhead continues to 
move to the right. To summarize: 

Press [SPACE] to movfl the printhead one column to th« right, 
Press O to move the printhead one column to the right. 
Press O to move the printhead one column to the left. 
Press (B to move the printhead up one line. 
Press CD to move the printhead down one line. 



Fractional Spacing 

On Bome forms, the questions are printed in unusual pitches and line 
Spacing. To position answers on such forms, turn on fractional spac- 
ing to move the printhead vertically irthalf lines and horizontally in 
increments of one sixth of a column. The exception to this is when the 
pitch is set at 12 [for any printer) or at 6 (available only on the QMP 
2100), For these two pitches only, the horizontal fractional spacing is 
in fifths. 

To Turn Fractional Spacing On and Off 

Type f;;. 

• If fractional spacing is ofT, CF} turns It on. 

* If fractional spacing is on, CD turns it off, 
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If you turn off f rational spacing while the printhead is. "between" 
1 i no or "between" columns, the program retu rn S the pri n thead to the 
previous whole line or column. 

To U$0 Fractional Spacing 

1. Turn on fractional spacing. Type CD. 

2. Use the following keys to move the printhead on the- form: 

Press (SEffiB to move the printhead 1/6 of a column to the right. 
Press © to move the printhead \t& of a column to the right. 
Press E) to move the printhead VS of a column to the loll. 
Press C£) to move the printhead up one half line. 
PrMI'Ct) to move the printhead down one half lina. 

These keys repeat. If you hold down an arrow key, the printhead 
continues to move in the direction of the arrow. If you hold 4own 
the spacebar, the printhead continues to move to the right. 

To set a print position between line* or columns, you must act it while 
fractional spacing is turned on. Even though the cursor appears to be 
"over" a print position, you will not be able to move the cursor to an 
existing print position set between whole spaces unless you are in the 
fractional spacing mode. Turn on fractional spacing and move the 
cursor until the print position information appears in the message 
area. 



To Beginning or End 
of Line, Tab, Margin 

• Hold down SHIED and press Q to move the printhead to the 
next tab or to the end of the tine. 

• Hold down (Sntlll and press © to move the prin (head to the 
previous tab or to the beginning of the line. 

• Pres* tCHTfft) to move the printhead to the left margin. 
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To Different Pages 

If you are getting print positions for a form that is more than a page 
long, the program enables you to "page through" a form. You use 
t^HlFfl (T) and SHEE© to move to the next or previous page and QD 
to move to a particular page. (You can have up to nine pages.) 



To Move to Next Page 

Let's eay that you have finished setting print positions on page 1 and 
you want to move to page 2, 

1. Press SKEE IS- 

The program ejects page 1 from the printer and displays this 
message: 

Please align paper to top of page 2 — press any key when done 

2. Insert page 2 into the printer and press any key. 

,1. Continue to press SHIfT. ~±. to move ftjrw-iirtl from p;J}.' 1 " "' 
page. 



To Mow to Previous Page 

Let's say that you have set print positions on page 2 and you want to 
movo back to page l. 

1. Press (SHIFT) CB. 

Tho program ejects page 2 from the printer and displays this 
message: 

Please align paper to top of page 1 — press any key when done 

2. Insert page 1 into the printer and press any key. 

3. Continue to press (SHIFT] © to move backward from page to 
page. 
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To Move to a Specific Page Number 

Let's say that you have set print positions on page 1 and you want to 
move to page 5. 

l.TypeQQ, 
The program displays this prompt in the message area: 
Move printer to which page number (1-9)? 

2. Type the number of the page you want {toe example, CO- 

The program ejects page 1 from the printer and displays this 
message: 

Please align paper to top of page 5 — press any key when done 

3. Insert page 6 into the printer and press any key. 

Setting a Left Margin and Tabs 

Set a left margin and tabs before you set the positions for your form. 

Why Set a Left Margin? 

The Screen enables you to use the full width of the form as set in the 
print parameters. If you are using 10 characters per inch and a width 
of 80 columns, you can set positions from column 1 to column 80 (8 
inches). 

Column 1 is the left edge of the paper that the form is printed on. Most 
forms are printed with a margin, and answer positions usually begin 
at column 10 or so. Without a ieft margin, the program returns you to 
column 1 when you press [STUB. If you set a left margin at column 1 0, 
then the program returns the cursor to column 10 when you press 
fEHTEffl , Thus, the left margin saves you the trouble of having to begin 
each line by moving from column 1 to column 10. 

A left margin is only temporary. If you revise the print positions, you 
must reset the left margin. 
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IVTiy Sef Tabs? 

Many forms, such as those ia column formats, require answers that 
print at the same horizontal posi tion on d I FT e re nt ] i nes, Ifyou set tabs, 
you can quickly move the pri tithe ad to those positions. Tabs and a left 
margin make it easier to position the printhead on the form. 

To Set a Left Margin 

L Move the printhead to where you want to set the left margin. 

2. Type CD. 

The program sets the left margin at the position and displays ( in 
the horizontal axis. The program allows one left margin at a time. 
Ifyou set a new left margin, the program automatically clears the 
previous one. 

—5 — 1 M-1 J— 20— 25— 30— 35— 40— 45-50-55—60— 65—70-75 
*-Lett Margin 

To Set and Clear Tabs 

1. Move the printhead to where you want to set or clear a tab. 

2. Type CD. 

The program acts or clears a tab at the printhead position. 

* If there is no tab at this position, the program seta a tab and 

displays + in the horizontal axis. 

* If there is a tab at this position, the program clears the tab. 

(— S — 10-1 5— 20— 25— 30— 35- + -40— 45- + -58— 55— 60—65— 70— 7S 
t-Tat»-* 
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29. SETTING PRINT POSITIONS 



After you have set a left margin and tabs, you are ready to set the 
print position for the answers to the questions you have written. The 
steps vary slightly, depending on the kind of question (text, number, 
date, or multiple choice). However, the basic steps are always the 
same. First, let's review the basic steps, and then we'll review the 
step3 for each kind of answer. 



To Set a Print Position 

1. On the form, move the printhead to where you want to print 
the answer. 

2. Type CD to check the position. 

When you type CD. the program prints a period on the form bat 
does oot move the printhead. By printing the period exactly where 
the answer will later be printed, the program lets you confirm that 
the printhead position is correct, If the period does not appear in 
the correct position, move the printhead and type CD again. When 
you are satisfied that the printhead is in the correct position, 
continue with the next step, 

When setting print positions on a DMP2100 printer, the printhead 
will not move when you press (3) or ®. When you type CD . the 
printhead moves to the position indicated by the cursor. 

3. Type Cfi {or answer. 

The program displays this prompt and field in the message area: 
Type number of answer to set in this position: 



4. Type the number of the question for which you are setting 
the answer position and press [£!U£n% 

If you type four characters, you do not need to press (ENTEPC , 

The program uses the message area to request additional informa- 
tion if the kind of question requires it. 
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When you position the cursor on a print position, the program 
displays in the message area the question number and the format- 
In this example, the Format information show* you how the date 
will print: 

Question no. B: Dale e.g. "5/1/65" 

If you position the cursor on aright margin, th« program displays 
Righl margin in the message area. 

S. When you have set all the print positions, press (BREAK) . 

The program returns to the Main Menu if you are setting the 
positions or to the Directory of Forms if you are revising the 
positions. 

For a Text Answer 

1. Move the printtaead to where you want to print the answer 
and check the position by typing CD- 

2. Type QD for answer- 

9. Respond to the numher prompt by typing the question 
number. 

The program displays T on the Set/He vise Print Positions Sereen to 
mark the position of the text answer. 

If Necessary, Set a Right Margin 

On any line, you can set one or more right margins. You set a right 
margin to prevent one answer from printing over another answer on 
the same 1 ine . For example , I et's say you set two text a ns wers to print 
on the same line: 



16 
17 
13 



f _5 — 1 g. . . 1 5. . .20—25—30—35—40- ■ -4S« -50— S5-- -60— 65—70— 75 



Set a right margin to prevent the first answer from printing over the 
second. 
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(..-5-... 1 0-.. 1 5- ■aO-K"-30--3S— 40~45-58-~»- $0---65~7O-75 

During printout, if the first answer encounters the right margin, the 
program will wrap the leitt down to the next line- (This may, how- 
ever, cause the answer to print over text on the next line) 

To Set a Right Margin 

i. Move the printhcad one or two characters before the posi- 
tion for the next answer. 

2. Type QD. 

The program displays ) in the plotting area. 



For a Number Answer 

1. Move the printhead to where you want to print the answer 
and check the position by typing CD. 

2. Type QD for answer- 

3. Respond to the number prompt by typing the question 
number. 

Because the question kind is "number," the program displays this 
prompt in the message area: 

Print number L eft, R ighl, A ligned, rdlrral. S poll 3d 7 

4. Type CD, CD, CD, GD. or CD to select the print stylo for the 
answer. 

• If you type CD for kfl> the program will print the number from 
left to right. 

215-15 
The position you have set 
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• If you type QD for rtjj/ti, the program will print the number from 
right to left, (The number shifts to the left each time you type 
another character.) 

215. IS 

The position you have set 

• If yDti type CB3 for aligned, the program will align the number at 
the decimal. If the number does not contain a decimal, it will 

print the number from right to left, 

215.15 
215 

The position you have set 

• For CDeft, COght, and QQligned, the program sets the position 
according to the format you set (explained in step 61. Far exam- 
ple, if the format i a ####.## and the style is CDeft, the 
numbers would appear aa shown here: 

2124.25 
567 
34.16 

The position you have set 

• If you type QD for ordinal, the program will print the number as 
an ordinal by adding the suffix "st," "nd," "rd," or "th:" 

2 1st, 22nd, 23rd, 24th 

• If you type QD for spelled, the program will spell numbers: 

one 

two hundred and twenty one 

one thousand two hundred and twenty one 

one thousand two hundred and twenty one and fifty hundredths 

• The program then displays this prompt in the message area; 

Should zero values be printed out (Y7NJ? 
5. Type CD for yes or LHD for no. 

• If you type QD. and the va lue of the answer is zero, will appear 
on the form. 

• If you type OD, and the value of th e a nswer is zero, the program 
prints nothing. 
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Unless you have selected the "spelled" option, the program dii* 
plays this prompt in the message area: 

T>po format of numerical answw (e.g. ■$#* ****): 



9. Type the code- for the numerical format you want and press 

mm. 

Us* (he following code* to indicate the formal . (These are 1 he same 
codes you use in BASIC programming with PRINT USING.) 

(C to represent each numeral 

to specify the position of the decimal 

to separate thousands in. the answer 
$ to print a dollar sign as part of the answer 
* to lill blank spaces with asterisks 

to print a minus for negative numbers 



< > to print a negative answer in paren 


theses 


For example, 






To print 


In the format 


Typo 


1,254.25 


1,254.25 


#,###.## 


1,254.25 


1,2*1 


*.### 


1.254.25 


$1,254.25 


$*.###.## 


1.254.25 


1254.25 


****** 


1,254.25 


$"1,254.25 


£■■ + >■>* ><■ 


• 1.254.25 


-1,254.25 


•#,###,## 


■ 1,254.25 


(1,254.25) 


(#.#*#.##) 


1,254.25 


1,254.2500 


#,###.#### 



You must make sure that the format is large enough to print the 
a nswer. For exa mple , if you set the forma t as # # , # # , but the a ns wer 
is 123.95, you will receive an overflow error message, for example, 

When setting an ordinal number, you must set the format as an 
integer format (##), or the number will not print as an ordinal. In 
other words, do not set a decimal point for an ordinal number. 

In the plotting area, the program displays N to indicate the position 
you set for the numerical answer. 
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For a Date Answer 

You can print all or "part" of a date using »n different format*. 

t. Move the printhead to where you want to print the answer 
and check the position by typing C0- 

2, Type CD for answer, 

3. Respond to the number prompt by typing the question 
number. 

If tlu' question kind is "date," the program displays lb in prompt 
and field in the message area: 

typo iormal of date answer (0-9): 


The program lists these formats in the prompt area: 

-S1$S 1 -05*1*5 2=05 3 =01 4 -6S 5 -May 1st. 1985 
6-*Std*y 7 T=5:nmofitri 8 - Jan. 1, 1985 9-1 May 1385 

■<■ Type 0D, CD, GD, CD, (3), CSX CS. CD. CD. or CS U> select the 
print format for the date. 
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To print 


In the format 


Type 


05/01/86 


5/1/85 


0D 


05/0 1/55 


05/01/85 


(1) 


05/01/86 


05 


(2) 


05/01/85 


01 


O.i 


05/01/85 


85 


(4) 


06/01/85 


May 1st, 1985 


CSD 


05/01/85 


1st day 


(6.) 


05/01/85 


5th month 


17 


01/01/85 


Jan. 1, 1965 


(B 


05/01/85 


1 May 1985 


i9 



En the plotting area, the program displays D to indicate the position 
you have set for the date answer. 
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An example 

A lease may require a date in this format: 



On this the '. 



-, of the. 



_, 19i 



The question that asks for the date is question 1 , 

1. Position question 1 to print at X and choose format 6. 

2. Position question 1 to print at Y and choose format 7. 

3. Position question 1 to print at Z and choose format 4, 
The program prints the date: 

On this the *at day , f the 5th month t 19 85 . 

For a Multiple-Choice Answer 

On most forms, a mu ltipl e -choice q uestion req 11 i res you to check a box 
or place an "X" within a set of parentheses. For example. 

Type of loan: OFHA ( )HUD ( )NCA OTAP 

In the example, if your answer is choice 1, then you would want the 
program to pri n t X i n the box for FHA , If your answer is choi ce 2 , then 
you would want the program to print X in the bosc for HUD, and so on. 
Thus, when you set the position for an answer to a multiple-choice 
question, you must set a position for each possible answer (up to a 
maximum of 9). 

L Move the print head to where you want to print the first 
possible answer, and check the position by typing ( - ). 

2. Type GD for answer. 

3. Respond to the number prompt by typing the question 
number. 
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Because this is a multiple-choice question, the program displays 
this prompt line For each possible answer. (Naturally the number 
will change each time.) 

Position the printer to choice number 1, press A when done 

4. For each choice, move the printhead to where you want the 
answer text (such as X) to print and type QD- 

The program displays this prompt and field in the message area: 

Type text to be printed at this selection; 

6. Type the text you want to print for this choice, 

The program continues to prompt you until you have positioned 
text to print for each possible answer to the question. 

In the plotting area, the program displays X at each place where you 
have set text to-print. IT you set the question number at one position 
and then move the printhcad to print the first choice at a different 
position, the program prints M where you set the question number. If 
you set the question number at the drat choice, the program over- 
writes M with x at that point. 

An example 

A form may ask a multiple-choice question such as this; 

Type of loan: QFHA ( )HUD ( )NCA ( fiTAP 

Let's say that you wrote question 5 to ask this question. 

1. Move the printhead to the first choice you wrote: ( }FHA. 
Type (B and then type GD for question 5. 

2. The program now asks you to position each of the possible 
answers and to select the text to print for each answer. 

3. Type CD and type (3D to print X in ( )FHA when that is the 
answer. 



Move the printhead to ( >HUD, type CD. type X. and press SI 
to print X in ( )HUD when that is the answer. 
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Move the printhead to ( )NCA, type QQ. type CD. and press fTHTEW 
to print X in ( )NCA when that is the answer. 

Move the printhead to ( yTAP, type CD. type CD. and press tWEfit 
to print X in < rTAP when that is the answer. 

To Set Answers in the Same Position 

You can act the answers to each choice at the same position. For 
example, if the form says M/F D for male or female, type CD for the 
first choice and CO for the text to be printed. Then, type CD again in 
the same position for the second choice and type CD for the text to be 
printed, 



For Literal Text 

You can instruct the program to position and print on a form text 
other than answers. This text is called literal texl. For example. Let's 
soy you have created a form far the XYZ Company, and you want the 
text "XYZ Company" to print at the same place on every form There 
is no need to write a question to print this text. You use the Literal 
Text command when you set the print positions. 

To Type Literal Text 

1. Move the printhead to the place where you want to print the 
text 

2. Type CD- 

The program displays this prompt and field: 
Type text to be printed at this position: 



3. In the field, type the text and press (EMUS). 

The program displays " in the plotting area. Whoh you position the 
cu rsor over the ", the program displ ays th e 1 i lera I text i n t he message 
area. 

Every time the program prints an answer file for that form, it will 
print the text. 
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Requesting Keyboard Input 

You can instruct the program to pause and request keyboard input 
from the operator while it is printing an answer file on a form. 

To Request Keyboard Input 

1, Move the printhead to where you want the program to pause 
and to request input. 

Z, Type CD- 

The program displays this prompt and field: 
Type mossage to be displayed during pause: 



3. In the field, type a message and press CtftltPU, 

Your message should tell the operator what to type from the 
keyboard. For example. 

Typo yOu( personal tO number and press ENTER. 

When the program prints the form, it will pause when it reaches the 
position where you hnve entered the ? and display the message on the 
screen. The operator types into the field. When the operator presses 
IfcHTtHI . the program prints the input and resumes printing. 
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30, WORKING WITH PRINT POSITIONS 



You can print a hard copy of the print positions at any time the 
Set/Revise Print Positions Screen is displayed. When you print the 
positions, the program lists the following information for each 
question. 

Page number 
Lino number 
Column number 
Question number 
Kind of question 
Formatting instructions 

For example, your list of print settings for the OVERDUE form might 
look similar to this: 



Page 1 , Line 27, 
Page 1, Line 30, 
Page 1, Line 30, 
Page 1, Line 30, 
Page 1, Line 32, 
Page 1, Line 34, 
Page I, Line 34, 
Page 1, Line 34, 
Page 1, Line 36, 
Page 1, Line 3fi, 
Page 1, Line 3S, 

Pege 1, Line 40, 



Column 16-0/6, # 1: Date, e.g., "Jan. 1, 1985" 

Column 20-0/6, # 4: Test 

Column 52-0/6, Right margin 

Column 60-0/6, # 3: Text 

Column 1&-0/6, # 10: Text 

Column 16-0/6, # 9: Text 

Column 52-0/6, Right margin 

Column CO -0/6, # 6: Text 

Column 20-0/6, # 6r Date, e.g., "571/85" 

Column 23-0/6, # 7: Left number, = Y, "##" 

Column 67-0/6, # 11: Aligned number, 0- Y, 

Column 20-0/6, 4 2: Multiple choke 



To Print a Hard Copy of the Print Positions 

1. While the Set/Revise Print Positions Screen is displayed, 
type (2D. 

The program displays this prompt in the prompt area: 

Please align paper to top of page 1 — press any key when cone 
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2, Insert a blank sheet of paper into the printer and press any 
key. 

The program prints the print positions as a list, one on each line. If 
there is more than one page, tho program displays the following 
prompt 

Please align paper to top of page 2 — press any key when done 

Insert another sheet of paper and press any key. When the pro- 
gram has finished printing the list of jirint positions, it clear* the 
screen and displays the fallowing prompt: 

Please align paper to top ol page 1 — press any key when done 

3. Re-insert the form into the printer and press any key, or 
press SHEBB. 

• If you want to set more print positions or revise the current ones, 
insert the form into the printer and press any key. The Sef 
Revise Print Positions Screen is displayed again. 

• To return to the Main Menu at this point, press 



Using Print Codes 

The program provides four print codes. You can use these to request 
special print actions in an anEwer, in literal text, or during keyboard 

input. You can print text 

1, Underscored 

2. Bold 

3, Struck through 

4. All capitals 



To Use Print Codes in Answers 

To request a special print action, you must have already set the 
position for the answer. 

1. Move the cursor to the Answer position, 
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2. Typo the codecs) for the print action you wuiL 

Hold itrtttt dLTW *M type QD to print the iiuwer uodwKorcd 
l!*Jd down 3ITJH) *ftd type QD t* print ih* antirer fcotd 
lloM &m 8HBE ind type GD W print ih* smwcr »tn*k throuf^i. 
Held it/wn. tHDB Snd type CD 14 print the vuiwr in uppere***. 

You con us* any number of codes for a single answer. 

In the message area, the program display* the print octiontsi you 
have selected For tuample, 

Quosiion no i: Dale. e.g. May 1st, 1985" 
Prlnl: Bold 

To Una Print Codes in Literal Text or Keyboard Input 

You use print codes to type text underscored, boldfaced, or (truck 
through when you type literal text (you have set " in the plowing 
area), or when you have set CD in order to type keyboard input. You 
use the print code* a* toggles: the first code turns on the special print 
action and the second code turns it off: 

• Hold down (EtEHD and type QD to turn on underscore- Type the 
code * second time to turn off the action. 

• Hold dowTi (JfflH) and type CD lo turn on boM. Type the code a 
second time to turn off the action. 

• Hold down (HUB and type CD to turn on strike-through. Type the 
codo a second time to turn off the action. 

The all-capitals code is not available for typing within literal text or 
keyboard input unleaa the position ha* already been sot. 



To Use Special Characters in Literal Text 
or Keyboard Input 

Who n you use CD to type 1 iteral text, the Set/Revise Pri n tor Position* 
Screen displays a field. In the field, you can type codes for ten special 
characters. You also use these codes when responding to the 
keyboard input prompt. 
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To print This cod* appears 

in literal text Press And type on the screen. 
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Ending the Session 

After you have set the print positions for each answer, you exit the 
screen and return to the Main Menu, The program saves the print 
positions on diskette. 

Before you end the session, you can doublecheck the settings and 
revise them, (Sec Revising Print Positions, 172.) 

Press {jSEUO to end the session, 
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Planning is the moat important part of creating a form. When you 
write the questions for a form, you do more than simply transfer the 
questions from the preprinted form to the screen. Thinking through 
the purpose of the form and how it is used before you write the 
questions helps you to anticipate formulas and to avoid false starts. 

Essentially, to plan a form, you make a comprehensive list of answers 
you will need and then decide on the sequence of questions. This 
sequence may be substantially different from the sequence on the 
preprinted form. 



Two Criteria 

Two criteria govern your planning decisions. These are user conve- 
nience and the need for caktttetion- 

User Convenience 

As you plan a farm, think about the person who will use your ques- 
tions to fill it in (even if you are that person). Here are same sugges- 
tions to help you achieve user convenience. 

1. Sequence the questions to correspond with the sequence of source 
materials that the user must refer to, rather than with the current 
sequence of appearance on the preprinted form. 

2. Group the questions in logical "clusters," such as address ques- 
tions, financial questions, item questions, etc. 

3. Sequence the clusters in a logical way. 

4. Write the text of each question in the active voice- 
Avoid: The widgets were purchased by whom? 
Use; Who purchased ths widgets? 
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5. Ufc simple words- 



Avoid: 



Use: 



Was the viability of the electronic device negatively 
impacted by transport personnel? 
Did the shipper damage the computer? 



Need for Calculation 

Sequence the questions so that you will have the answers you need 
for later calculations, verifications, or for testing conditions, For 
eat urn pie, make sure that the "Total" comes after "Number of 
widgcta" and "Price per widget?" 



Gather the Information 

First you must be sure you have all the relevant data. This includes, 
of course, the form itself. Equally important, however, make sure you 
have gathered the source materials that the user will need when he 
or she fills in the form. When you sequence the questions, you will 
help the user by fol lowi ng the seque nee of the sou rce materials ( if the 
sequence is in a logical otder). 

An Example 

In order to clearly demonstrate the planning process, let's use a 
simple form as an example. Let's use an overdue notice that you 
might get.from a branch of the Alton n a Public Library. Let's name 
this form OVERDUE. 

Where does the information that the circulation clerk types onto the 
OVERDUE form come from? In this case, it comes from a Daily 
Overdue Report, Each day, the main branch issues this hand -written 
report 
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After you have created the OVERDUE form, tho circulation clerk 
will nil it out by typing the information from tho Daily Overdue: 
Report onto tho screen. Therefore, to plan the question* for user 
convenience, you can use the description and sequence of information 
a* it appears on the Daily Overdue Report. 



List the Questions 

Once you have gathered all the data, make a list of the question* you 
need for the form. For example, you ■will need to ask for the date, the 
name ofthe borrower, the card number, and so forth. You will use this 
list to write the questions for the form. On the next page, you see a 
copy of the preprinted form that you will later fill out using tie 
program. 



List the Question for Each Answer 

Date Due date 

Borrower Days past due 

Card number Total due 

Title Branch. 

Author 

Library of Congress catalog number 
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Some answer* may appear more than one* Remember that you can 
print the tame answer in more than one place. Per example, if the 
form asks for today's date in two different places, you only need one 
answer. Later, when you set the print positions, you can tell the 
program to print that answer in each place it is needed. 



Group the Questions 
Into Categories 

For user convenience, group related questions, nuch as name, 
address, library, borrower. By scanning the list of questions from the 
Daily Overdue Report and the Overdue Notic* (the preprinted form), 
you can extract these four categories: 

1 , Borrower questions 

2. Book questions 

3. Fine questions 

4, Library questions 

You then group the questions together into these categories: 



V 



148 



Borrower Que Mionj 

Borrower'* name 
Card number 

Book Questions 

Title 

Author 

Library of Congress catalog number 

Due dato 

Day* past duo 

Kim' Question* 

Fine rate 
Total due 



Library Que-ntions 

Date 
BMack 



Sequence the Categories 
and the Questions 

Now sequence the categories in the moat logical and convenient 
ordc r. Then , within each category, sequence the questions in the most 
logical and convenient order. For example: 

Library Questions 

Date 
Branch 

Borrower Quest ion i 

Card number 
Borrower'* name 

Book Questions 

Duo date 
Days past due 
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Library uf Congress catalog number 

Author 

Title 

Fine Questions 

Fine rate 
Total due 



Plan the Formulas 

Nest, work out the formulas you need to calculate, condition, and 
verify , You may find that you need to add questions to provide 
constants for your formulas. 

Plan Formulas for Calculation 

List all the calculations that the program must make and plan the 
formula fur each, 

Plan Formulas for Condition 

You may have seme answers that are required only under certain 
conditions. Plan the formulas to create the condition far each of those 

questions. 

Plan Formulas for Verification 

For numerical answers, you may want to ensure correct input by 
using a formula far verifying the answer. 



Add Questions If Needed 

As you plan the formulas, you may find that you need an additional 
question to provide a constant for calculations, for a condition, or for 

verification. 

Add Questions for Calculations 

You may find that an answer you need for a formula is not provided 
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by a question from the form. Add a question to provide the answer you 
need. For example, you may need to know the amount of the sales tax 
for certs in states and no question asks for it. Add the question to 
obtain the constant for later calculations. In our OVERDUE exam- 
ple, in order to know the "daily" Tine rate, we need to know whether 
the borrower is a student or an adult. Students pay S.75 each day and 
adults pay $1.50. To provide this constant, add another '(uestiou to 
the list: "Card type: (Student) or (Adult)?" 

Add Questions for Condition 

For example, if you are creating an invoice, you may need the answer 
to "Number of Items Purchased?" to use as a condition for "What is 
item 1?," "What is item 2?" and so forth. Then, when you fill out the 
form, if you answer 2 for the number of items purchased, the program 
■will not ask "What is item 3?" 

If a group of answers are needed only if the buyer pays the shipping 
charges, then add a question that asks "Must the buyer pay shipping 
charges?" Then for each shipping charge question, use that answer as 
the condition. 

Add Questions for Printing 

A form may require an answer that you obtain by different calcula- 
tions under different conditions. You can write several questions 
for this one answer, each question to be asked under an exclusive 
condition, 

Each of these questions will calculate the answer under different 
conditions, but you will set only one print position for the answer. 
You must add another question whose sole purpose is to retrieve the 
answer and print it in the correct position. 

In our OVERDUE example, you use one question to enable the 
program to calculate the total fine if the borrower is a student. You 
use another question to enable the program to calculate the total fine 
if the borrower is an adult, 

To retrieve the total from either of these questions in order to print it 
as "Total Due" on the form, you must add an additional question. 



151 



For Example 

Returning to our OVERDUE form, we need to calculate the total fine. 
Since one rate is used for students and one for adults, we must write 
four questions for this answer 

1. One question that finds out whether the borrower is a student or 
an adult. 

2. One question that computes the answer for students. 

3. One question that computes the answer for adults. 

4. One question that retrieves either answer for the printout 
Wo end up with a series of condition and calculation questions. 

The Condition Question 

To determine which fine rate to charge, you create a condition 
question; 

Kind: Multiple Choice 

Source; Keyboard 

Text of Question: Type of card: (Student) (Adult) 

The Calculation. Questions 

The calculation questions use the "Type of card" question as the 
condition. One calculation question calculates the total for students, 
and the other calculation question calculates the total for adults: 

Question number: 

Kind: Number 

Condition: Formula: If student 

Source: Formul a: , 75 * answer to days-past-duc question . 

Add to columns: Add answer to column 1 

Text of question: Fine if student 

Question number: 

Kind: Number 

Condition; Formula: If adult 

Source: Formula: 1.50 * answer to days- past-due 

question. 
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Add to columns; Add answer to column 1 
Text of question: Fine if adult 

TAe Print Question 

This question takes the answer from either one of the calculations in 
order to print it in one place on the form. 



Question number: 




Kind: 


Number 


Condition: 


Always 


Source: 


Formula: CI 


Verify: 


Manual 


Text of question: 


Total Fine 



We end up with this list of questions. (The italic questions contain 
formulas or provide answers that are used in formulas. The answers 
to the questions in parentheses, do not print on the form,) 

Date 

Branch 

Card number 

Borrower's name 

( Card type) 

Due date 

Days past due 

LC number 

Author 

Title 

(Total if student) .75 * days past due. Put answer in column 1, 

iTntti! tfoduh) 1.50 " days past due. Put answer in CohttOD L, 

Total due Retrieves answer from column 1. 



Used as a condition for student or adult. 



Provides a constant to calculate the total. 



Number the Questions 

The Last step is to number the questions. Do not number the questions 
until you have made a complete list, including the formula questions, 
and until you have sequenced the questions. 

Using Decimal Numbers 

When numberi ng T keep in mi nd two cases when you can use dec i ma L 
numbers: 
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1, When you have seta of questions, For example, if you have an 
invoice that repeats a set of questions (such as description, number 
of items, price per item , total cost), number each Set with the seme 
whole number and each member of the set as a decimal: 



8.1 


Description of item 1 


8.2 


Number of items 


fi.3 


Frice per item 


8,1 


Total cost 


9.1 


Description of item 2 


9.2 


Number of items 


9.3 


Price per item 


9.4 


Total cost 



2. When you use a formula as source and request no verification. (The 
question does not appear in the current-question area in the 
Answer Questions Screen.) For example, in the OVERDUE form, 
the questions that calculate the fine fur a student and the fine for 
an adult do not appear in the current-question area in the Answer 
Questions Screen. In terms of what the user sees, they come "be- 
tween" two questions. Number them as decimal questions between 
two whole-number questions. 

When you have listed and sequenced the questions and added the 
formula questions, you woutd number the OVERDUE questions like 
this: 

1. Date 

2. Branch 

3. Card number 

4. Borrower's name 

5. Card type 

6. Due date 

7. Days past due: Verify. <#T< =90) AND (1< = #?) 
S. Library of Congress catalog number 

9. Author 

10. Title 

10.1 Total if #5 = 1: #7* .75: add to column 1 

10.2 Total if #5 = 2: #7* 1 ,5 : add to column 1 

11. Total due: source is Gl 
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PRACTICE: CREATING FORMS 



Here are three exercises you can use to practice creating forms You 
will "re-create" OVERDUE. ACE, and CARE (the three forms stored 
on the Formation program diskette). As you create these forms, use 
the existing forms for comparison. For example, credit- the OVER- 
DUE form and print your questions and print posit ions, Then print 
the questions and print positions for the original OVERDUE form 
and compare them la yours. 



Review: Planning a Form 

1, Gather the information; the form and source materials used to 
fill out the form. 

2. List the questions. Go through the form and make a list of 
questions you need to provide the required answer*. 

(3. Group the questions. Scan your list and extract major catego- 
ries. Group the questions in the categories, 

4. Order the questions. Refer to the source material. Th«n, for user 
convenience and calculation, order the categories and order the 
questions in each category. 

5. Plan (he formulas. Plan the formula* you need for calculation, 
condition, and verification. Ifneee&sary, add questions to provide 
answers needed by other questions as conditions or to provide 
constants. 

6. Nu [ulirr the questions. When you have completed the list, num- 
ber the questions. Use decimal numbers for sets of questions or for 
questions that do not appear on the Answer Questions screen. 
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Exercise I 
Follow these steps. 



1. Create the Overdue Notice. Name it LIBRARY. 

See Form 1 for the form. 

Sec Worksheet A for the source material. 

2. Test you r treated form by fi II i ng it in. ( You can use the i information 
from Worksheet A, on page 63.) 

3. If you have difficulty, print your questions and print positions. 
Then print the questions and print positions from the OVERDUE 
form and compare them with yours. 



Exercise 2 
Follow these steps. 

L Create the ACE invoice. Name it NOVELTY, 

See Form 2 for the form. 

See Worksheet B for the source material . 

2. Test your created form by tilling it out. (You can use the informa- 
tion from Worksheet C, on page 65.} 

3. If you have difficulty, print your questions and print positions. 
Then print the questions and print positions from the ACE form 
and compare them with yours. 

Exercise 3 
Follow these steps- 

I. Create the 2441 Form. Name it CHILD. 

See Form 3 for the form. 

See Worksheet C for the source material. 
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1. Test your created form by filling it out. (You can use the informa- 
tion from Worksheet D, on page 66.) 

3. IF you have difficulty, print your questions and print positions. 
Then print the questions and print positions from the CARE form 
and compare them with yours, 
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Worksheet A. 

Daily Overdue Report 
D*t» RiztrK 



Due Dalo 

Days Pasi Due. 

LCC# 

Avt>K* 

Trtla 



Cird # N-ame 

En P«M TyiW Vmh a^ IHmnhur 



I'.S 



Worksheet B 



( 



&Wio 



££fe$OnierForm knoto*. 



( 



V 



Slviiio; 



S»l»jTj)i_ 



j'wnglnjtri ct»ni 



M*rch«i>4-» 






C.i-::» 


Desciotion 


(MtCttt 






$ 



1.79 



Worksheet C 



worksheet for Ht8 1(41 

Credit for Child and dependent car* Expenses 

SSI 



( 



Wber of depends r.ts claimed 



1st Dependent I Nan* Date q£ Birth 

Relationship how lung in ai Months Day* _ 

2nd Dependent: Mane bate of Birth 



Relationship ~ __ Haw long in si Monthe Days 

3rd Dependent! Name Bate of Birth 



Relationship Haw long in 81 Mentha Day* _ 

4tH Dependent! Kan* ^___ Bate of Birth 

Relationship _ How long in 81 Month* Dayj 

Katxr or person 6 or organizations employed 

1st Care provider: Naaie ES* 

Relationship 

Care provided F3QM TO Amount paid 

?nd Car* provider : Hun _^__„ SS* 

Relationship 

Cere provided FROM _ _ H> _ taunt paid 

Jed Care provider : Heme SS* 

Re 1 at ionship 



Cire provided FKCm TO tooont paid 

I 1 Married I ] unmarried 

Filer"? ificcrae ____^__^ — Spouse's incoiaa ^^^^^^^^^^^^ 

Amount paid in 19 81 Amount paid for 1 9 Be in Dal 



Answers From Tiler's :tii 

Ian from Lina 37 Add lines 38, 35 . 41, 42, i 43. TOTAL: 

Did filer pay S'-P or nore to an Individual during a calendar quarter? 

( ) Yes 1 I No 

Were the service performed in your home? 

I ) Ye» I I No 

Have you filed wage returns cor services in your hone? 

{ ) Yes ( | NO 

What is filer 1 ! employee identification number? 
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v 



32. OVERVIEW 



C 



( 



v 



You us* the Revise Screens to revise (or print) questions and print 
positions, The Revise Screens are similar to the screen* you use to 
create* fercn; but they offer different menus, and these enable you to 
perform new tasks. To revise a form, you mu*t first flash the form you 
want from the Directory of Forms, You will then be able toehsnge tht 
form"* name, description, or print parameters, 

To Select a Form and Display the Revise Screen* 

1. From the Main Menu, type d] to select Create or Roviso a Form. 

The progrom displays the Directory of Forms, At the bottom of the 
directory, you see this menu: 

C roalo or R aviso (own. view next P age or no*! l*k 

2. Flash the form you want to revise or print and typo (3D to 
select Rcviso form. 

The program displays this prompt and gives the name of the form 
in the field. Let's use the name NEWFORM for this example: 

Name Ot form NEWFORM ^_ 

3. Keep the nine or revise it 

Press (DSHD to keep the name or edit the field with a new name, 
and then press (EBH3D. Now the program displays this prompt and 
fives the description of the form in the field. Let's use the code 
number 20 1-3 4 52 for this example: 



Description ol Form 301-3452- 



4. Keep the description or revise it. 

Press (HUH) to keep the description or edit the field with a new 
description, and then press l EHTEm . 

Description at Form 201-3452 — , 

Now the program displays the first of the Tour print parameter*. 
The program displays each prompt in torn. 
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5. Keep the four print parameters or revise them. 

For each of the four print parameters, press fEAtTERl to keep the 
existing response or change the response and press (HUBD. 



REVISE NEWFORM 






Name of printer lo be used? DW2_ 



How many characters per Inch (4-20}? 13 
How many lines 10 the page (4-99 J? 6$ 
How wide Is the page (4-168 characters)? S0_ 



If you change the pitch for a form, the printer positions for the form 
will no longer be aet correctly. Therefore, you should create a new 
form using the same questions and then set new printer positions. 
(For a more detailed explanation, see page 172.) 

When you press (HUH) after the last parameter, the program again 
displays the Directory of Forms and lists at the top the form you are 
revising. At the bottom the program displays the Revise Menu: 
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R evise questions, C hange printer positions, S end position 
into to printer, print Q uestions, view next P age or D isk 

Now you can revise the questions or print a copy of them , You can also 
Tevise the print positions or print a copy of them. 
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33. PRINTING QUESTIONS 
AND PRINT POSITIONS 



After you have selected a form and displayed the Reviic Menu, you 
can print a li.it of the questions and print positions for the form. You 
can use these to help in revising the form. 



Printing Questions 

For each question, the program prints: 

1. Question number. 

2. Question kind. 

3. Question text, 

4. Condition and formula, if any. 

5. Source and formula, if any. 

6. Method of verification and formula, if any. 

7. Column number, if any. 

This example shows, four questions from (he OVERDUE form stored 
on the program diskette: 

# 5: Multiple choice; "What kind of card: (STUDENT* 

(ADULT)?": Condition - "A"; Source ="K"; Verify -"N" 

# 6: Date; "On what date was the book du a?"; Condition - "A"i 

Source -"K"; Verify -"N" 

# 7: Number; "How many days is the book pa*t due (1-90)?"; 

Condition -"A"; Source ="K"; 
Verify- "<# 7 < - 90)AND(J< = #7)" 
i 8: Text; "What is the book's Library of Congress number?"; 
Condition - "A": Source = "K"; Verify * "N" 



To Print Questions 

1. Select th* form and dbplay the Revise Menu. 
(Sm pace 1C1.V 
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2. Type OD to select print Questions. 

HH The program displays this prompt: 

_ Please align paper to top of page 1 — press any key when done 

^^ 3. Insert paper into the printer and press any key. 

r*H The program prints the questions. If the list requires more than 

^^ one page, the program diapl ay s this pro mpt at the end of each page. 

i_4 (Naturally, the page number will change.) 

j^ Please align paper to top of page 2 — press any key when done 



4. Continue to insert paper and to press any key until the 
program has printed all the questions. 



a 
> 

Whe n the program has comp leted printing the questions, i t returns to 
r^H the Directory of Forms with the Revise Menu. 

o 

50 Printing Print Positions 

Far each print position, the program prints: 

1. Page number, 

2. Line number. 

3. Column number, 

4. Question number. 

5. Question kind. 

6. Formats, if any, 

This example shows four print positions from the OVERDUE farm: 

Page 1, Line 36, Column 20-0/6, # 6: Date, e.g., "5/1/85" 
Page 1, Line 38, Column 23-0/6, # 7: Left number, ■ Y, '"##" 
Page 1, Line 38. Column 67-0/6, #11; Aligned number, 0- Y, 

Page 1, Line 40, Column 20-0/6, # 2: Multiple choice 

To Print Print Positions 

1. Select the form and display the Revise Menu. 
(See page 163-5 
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2. Type CSD to select Send position info to prinler. 
The program displays this prompt: 

Please align paper lo top of page 1 — press any key when done 

3. Insert paper into the printer and press any key. 

The program prints a list of the print positions. If the list requires 
mere than one page, the program displays this prompt at the end of 
each page. (Naturally, the page number will change.) 

Please align paper to top of page 2 — press any key when done 

4. Continue to insert paper and to press any key Until the 
program has. printed all the print positions. 

When the program has completed printing the positions, it returns to 
the Directory of Forms with the Revise Menu. 
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34. REVISING QUEST IONS 

S3 

pjj You can change all or part of a question. You can also add and delete 

jj questions. To revise questions, you display them On the Write/Revise 

^^ Questions Screen. 

h- 1 

^^ 1. You can revise questions while you are writing the questions, 
^■| 

^-^ 2. You can revise questions from an existing form. 

o 

^- Displaying Questions 

h^ L Flash the form you want to revise and display the Revise 

j*+. Menu. (See page 163,) 

HH 2. Type QD to select Revise questions. 

The program displays the Write/Revise Questions Screen. In the 

current-question area, you see the first question. 



Displaying a Specific Question 

To revise a question, you must dl spl ay i t in the current-question area. 
Now you can use the command line or the screen commands to 
display a specific question, 

To Use the Command Line 

1. Use QD to position the cursor in the command line brackets. 
[ 1 See N exl or P revious question, A dd or D elele question: 

2- Type (K) or CD. 

• Type QD to display the next question. 
■ Type CD to display the previous question. 
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To Use the Screen Commands 

Hold down (USD and ty pe (10 to dis play th e n ext question in the 
current-question area. 

Hold down (HfiB and type CD to display the previous question 
in the current* question urea- 
Hold down (SHIED and press CD to display the first question in 
the current-question area- 
Hold down (SDH and press [JD to display the last question in 
the current-question area- 



Changing Options and Responses 

After you have displayed a. question in the current-question area, you 
can revise it by changing definer options ot field responses. If you 
change the number to a question, you must remember to change the 
printer position question number as well. 



To Change Definer Options 

1, Use © and © to position the cursor in the brackets for the 
definer option you want to change. 

2. Type the letter for the new option over the letter Tor the old 
option. 



To Change Field Responses 

1. Display the field you want to change 

• To display the field for "question number" or "Ujrt," move the 
cursor into the brackets. 

• To display the field for a formula or column number, you must 
tyoe the letter for the option in the brackets. for example, for 
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f ] Condition: A Iways, F onnula Type QD- 

[ ] Source: K ey board, F ormula Type CD. 

[ ] Verify: M anual, N Oris, F oimuta Type CO 

[ } Add answer to columns: Y es, No Type CD. 

Once you have displayed the field for a formula, you must enter 
a formula and press (EKTERJ . If you want to change the definer to 
something other than a formula, you must return to the brack- 
ets and type a different letter. 

2. Revise the field and press UTNIEBJ- 
See page 22, 

Adding and Deleting Questions 

You can add a question or delete a question. 
To Add a Question 

1. In the current-question ares, display the question you want 
to came after the added question. 

2. Position the cursor in the command-line brackets and type 
CD for add. 

[ ] See N erf or P ravious question, A dd or D eloto question: 

The program moves the current question to the next-question area 
and clears the current-question area, 

3. Write the question you want to add. 

When you write a question between two questions, you may want 
to number the added question with a decimal number. For exam- 
ple, to add a question between questions 11 and IK, number the 
added question 11.3. 

To Delete a Question 

1. In the current-question area, display the question you want 
to delete. 
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2. Position the cursor in the command-line brackets and type 
ODD for delete. 

{ ] See N exi or P revious question. A dd or D elete question: 

The program displays this message in the message area: 

You have asked to delete this question. Are you sure (Y/N)? 

3. Type CD for yes or OD for no. 

• Type CJJ to delete the question. 

• Type QD to return to the command line and not delete the 
question. 

The program deletes the question and moves the next question into 
the current-question area. If you renumber questions after deleting a 
question, remember to revise the print positions or to delete the print 
position for the question that has just been deleted. 

Ending the Session 

When you have finished re vising questions, you must end the session. 
The program enables you to cancel the revisions. 



1. Press (ErME) to end the session. 
The program displays this prompt: 

S ave changes to disk or C ancei? 

2. Type CD or QD. 

• Type C£) to save the revisions on diskette, 

• Type CE to cancel the revisions. The program will not save the 
changes on diskette. However, if you have changed the name, 
description, or print parameters, it will make those changes 
without altering the revision date. 

The program returns to the Revise Menu in case you want to print or 
revise questions or print or revise petitions. 
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35. REVISING PRINT POSITIONS 

To revise print positions, you first display them on the Set/Revise 
Print Positions Screen. 

1. You can revise print positions as you set them. 

2. You can revise print positions from an existing form. 

Displaying Print Positions 

J. Flash the form you want to revise and display the Revise 
Menu, 

See page 163- 

2. Type QD to select Change primer positions. 
The program displays this message: 

Please align paper to top oi page 1 — press any key when ctone 

3. Align UiC paper and press any key. 

The program displays the Set/Revise Print Positions Screen. 
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Moving to a Print Position 

To revise a position, you must first move the printhead to it. 

To Move to a Print Position 

1. Type (S3 for move. 

The program displays this prompt and field: 

Type number ol answer on which to place cursor; 



2. Type the number of the answer yon want to move to and 
pnjss <ESJ£&. 
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The program moves the printhead and cursor to the position. Now 
you can use the cursor keys to move the printhcad, (See page 126.) 

If more than one print position is set for the same answer, typing QD 
will only move the cursor to the first occurrence, even if it is set on 
another page. For example, assume that you have set question 1 on 
both pages 1 and 2. If you are working on page 2 and type fJD to move 
to question 1, the program ejects the page and tolls you to insert page 
1 , It then moves the cursor to question 1. 

To Shift a Print Position 

1. Move: the printhead to the position you want to shift. 
You can only shift an answer to a position on the same page. 

2. Type GD for shift. 

The program displays this, prompt in the message area: 
Move printer to new position, press S when done 

3. Move the printhead to the new position. 

4. Type W. 

You cannot shift a multiple-choice question. You must delete it first 
and then set it again. Also, if yau shift a question on top of another 
question, the covered question is automatically deleted. 

To Delete a Print Position 

You delete a print position for two reasons: to delete it, of course, or to 
reset the print position with a new format. For example, if the print 
position for answer number 15 has been set to print aligned and you 
want to print it left, you must delete position 15 and reset it, 

1. Move (he printhcad to the position you want to delete. 

2. Type CD for delete. 

The program displays this prompt in the message area: 
Yq<j have asked to delete ihis setting — are you sure (Y/N)? 
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3. Type CD for yes or QD for no. 

• Type CD to delete the position. 

• Type 3D to cancel the Delete command. 

You can now reset the answer with new formats. 

To Replace One Position With Another 

You can replace one print position with another. For example, if you 
have portioned answer 13 where you want 14, jnst replace 13 

with 14. 

1. Move the prtnthead to the position you want to replace. 

2. Type C5D to position the answer. 

The program displays this prompt and field: 

Type number of answer to set in this position: 



3. Type the number of the new answer you want to position and 
press USEE). 

The program displays this prompt in the message area: 

Do you wish to replace ihe setting ai this position (Y7N)? 

4. Type CD for yes or (3D for no. 

* Type CD to delete the original position and then set the new 

position. 

• Type QD to cancel the procedure. 

You can type a right margin over a print position without replacing 
the original print position. 



Ending the Session 



When you have finished, revising the print positions, you must end 
the session. The program enables you to cancel the revisions. 
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1. Press I BREAK) to end the session. 
The program displays this prompt; 

S ave changes to disk or C arieel? 

2. Type (D or GB 

• Type (X) to soue the revisions, 

• Type GD to caned the revisions, The program will not save the 
changes, However, if you have changed the name, description, 
or print parameters, the program will make those changes 
without altering the revision date. 

The program returns to the Revise Menu in case you want to print Or 
revise questions or print or revise positions. 
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VI. MAINTAINING 

FORM FILES 
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36. OVERVIEW 
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As with answer file;, you can store forma on the program diskette in 
drive 0, but if you have more than one disk drive you should make a 
practice of storing forms on a data diskette in drive 1 (or 2 or 3, if 
present). However, before you can store forms on a data diskette, you 
must format and modify the diskette for use by the Formation pro- 
gram. (This procedure is almost identical to the one described on page 
69, but you use the Form File Maintenance options instead of the 
Answer File Maintenance options.) 

To prepare the diskette for use by the Model 4, you use the TRSDOS 
Format command. Format is a Model 4 TRSDOS command. To read 
about how to format, see the Modal 4 Owner's Manual. 

To Display the Form File Maintenance Menu 

1. Insert the diskettes and load the program, 

Insert into drive the backup of the program diskette. Into drive 1, 
insert the formatted data diskette you want to modify. (If you have 
mote disk drives, you can insert the diskette into drives 1, 2, or 3.) 

2. From the Main Menu, type S3 to> select Fo rm Fi le Ma! me nance. 

The program displays the Directory of Forms for the diskettes you 
have inserted. At the bottom of the Directory, the program dis- 
plays this menu: 

C opy or E rase form, M odify diskette, K ard- 
copy directory, next p age or D isk 
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37. MODIFYING A DISKETTE 



When you modify a diskette, the program creates a Master File on 
thai diskette to hold your forms. 

To prepare the formatted diskette for use by the Formation program, 
you use the Formation Modify Diskette option. 

You can also use the Modify command to erase all the forms and 
answer files from a previously modified diskette, including the files 
on the program diskette in drive 8. 

How to Modify a Diskette 

1. Type 3D to select the option Modify diskelte from the Form File 
Maintenance menu. 

The program display? this prompt; 

Modify which drive (0,1,2...)? 1 

1 ia the default, 

2, If other than drive 1, type the number of the drive that 
contains the diskette y«u want to modify. 

If you want to modify the diskette in drive 1, just press (EHIEB- 
Unlesa the diskette has been modified before, the program mod- 
ifies tho diskette. If the diskette has been modified before, the 
program displays this message: 

This disk has been modified before — erase all files (Y/N)? 

* Type CO for yes to "re-modify" the diskette and erase all forms 
and answer files from the diskette. 

• Type GD for no to cancel the procedure and to return to the Main 
Menu. 

When the program has finished modifying the diskette, it displays 
the Main Menu. 
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38. COPYING A FORM 



You use the Copy option to copy a form. You can copy a form from one 
diskette to another or onto the same diskette. If you plan to heavily 
revise a form, you should first make a copy of it (in case you need to 
refer back to the original). 

To Copy a Form 

1. With the Form File Maintenance menu on the screen, flash 
the form you want to copy. 

Let's use the OVERDUE form as our example. 

2. Type CD to select Copy fonti. 

The program displays the following prompt and in the field the 
name of the form you have selected. The program positions the 
cursor on the first character of the name. 

Name o( new file 1 ? OVERDUE 



3. Type a new name for the copy and press lEHTEHl . or use the 
same name by pressing (f UTERI . 

Type the new name over the old name or clear the field and type 
the new name. You can use any combination of up to 16 characters 
for the name. The program now displays this prompt: 

Place file on which drive (0-3)7 1 

In the field to the right of the prompt, the program displays the 
drive number of the diskette containing the form you are copying 
(1 in the example). 

4. Press (HUES) or type a different drive number. 

Press LEMIEfll to copy the form onto the same diskette. Type a 
different drive number to copy the form onto o different diskette. 

The program copies the form. When it completes the copy, it displays 
the Main Menu. 



181 



VI 



39. ERASING A FORM 
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If you have forms that you no longer need, you can erase them to free 
up space on the diskette. You use the Erase Form option. 

To Erase a Form 

1. With the Form File Maintenance menu on the screen, flash 
the name of the form you want to erase. 

Let's assume you want to erase the OVERDUE form, 

2. Type CD to select Erase form. 

The program askB you to verify the form you want to erase: 
Do you wish lo erase OVERDUE (Y/N)? 

3. Type CD for yes or QD for no. 

• Type CD to erase the form. 

• Type QD to cancel the procedure and to return to the Directory 
of Forms. 

Unless you have typed QD, the program erases the form and 
displays the Directory of Forma (with the Form File Maintenance 
menu) ao that you can see that the form has been erased. Press 
i to return to the Main Menu. 
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40. HARDCOPYING 
THE DIRECTORY OF FORMS 



Ycm use the HardcOpy Directory option to print the Directory of 
Forme. If you have several diskettes full of forms, you may want to 
keep a printed copy of the directory far each diskette. Then when you 
want to find a particular form, yen don't need to display the directory 
for each diskette. You simply consult the printed copies. 

To Hurdcopy the Directory of Forms 

1, From the Form File Maintenance menu, type QD to select 
Hardcopy directory. 

The program displays this message: 

Please align paper lo top of page 1 — press any key when done 

2. Insert a sheet of paper into the printer and press any key. 

The program prints the Directory of Forms starting with the first 
diskette displayed in the Directory. For example, let's say you 
have inserted diskettes into drives an d 1 , and you have displayed 
the Directory of Forms beginning with the diskette in drive 0. The 
program prints the forms from the diskettes in drives and 1. 

If you want to begin printing with the forms on the diskette in 
drive 1, press QTJ to select the next Disk option from the menu at 
the bottom of the Directory. The program scrolls the Directory up 
and displays the forms beginning with drive I. Now when you 
hardcopy the Directory, the program prints the forms on the disk- 
ette in drive 1. The program prints the following message for each 
drive that does not contain a modified diskette or that is not 
connected to the system (drives 2 and 3 in this example): 

Drive 2 not modified for FORMATION 
Drive 3 no! modified (or FORMATION 

If the program requires more than one sheet of paper to print the 
Directory, the, program stops printing after the first page, ejects 
the paper, and displays this prompt: 

Please align paper to top of page 2 — press any key when done 
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Insert another sheet of paper into the printer and press any key. 
The program will pause after each page so that you can insert the 
next sheet of paper into the printer. 

When the program has finished printing, the Directory of Forms and 
the menu remain on the screen. Press IBBEAK) to return to the Main 
Menu, 
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41. USING ONE FORM 
TO CREATE ANOTHER 



You can use an existing form as the basis for a new form. You can use 
the questions, print positions, or both. Here are some possible 
combinations: 

1. You con create a new form by using the questions and print 
positions from an existing form. 

2. You ean Create a new form by using the questions from an ex i sting 
form but writing new print positions. (This is recommended if you 
change the pitch.) 

3. You con create a new form by using the print positions from an 
existing form but writing new questions. 

4. You can create a new form by using the questions from one form 
and the print positions from another form. 

Using All Or Part of Another Form 

1 . From the Main Menu, type C£) to select Create or Revise a Form. 

The program displays the Directory of Forms with this menu ill the 
prompt area: 



C reals or R eviso form, viaw next P age or noxl D Isk 



2. Type GD to select Create form. 
The program displays this prompt: 
Name of focm? 
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3. Ta the field, type a name for the new form and press (INTER). 

You can type any combination of up to 16 characters as the form 
name. The program displays (his prompt: 

Description of fofm 
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4. In the field, type a description for the new form, and press 
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You can type any combination of up to 2 6 characters as the descrip- 
tion. The program now displays each of the four print parameters. 

5. For each of the four print parameters, press (ENTEffl to keep 
(he default setting or change the setting; and press CENTER] , 

The default settings will be the parameters of the last form you 
worked with. Here are the system defaults on a new program 
diskette; 

Name of printer lo be used? DW2_ 



How many characters per inch (4-20)? 10 

How many lines to the page (4-99)? 66 

How wide is the page {4-169 characters)? 8Q_ 

When you press [ENTEFfl after the last parameter, the program 
again displays the Directory of Farms and lists your new form at 
the top. It displays this menu at the bottom: 



To use questions from (fashing form press ENTER, or write N ew 
Questions, print uestions. view next P age or next D isk 

6. -Use the questions from an existing form or write new ones. 

• To write new questions, flash the new form and type (JD. The 
program displays the Write/Revise Questions Screen so that 
you can write the new questions. 

• To use the questions from an existing form, flash the form and 
press [ENTER] , The program copies the questions to the new form 
you are creating. It leaves the existing form intact. 

When you use questions from an existing form or when you fihish 
writing new questions, the program displays the Directory of 
Forms and lists your new form at the top, (The program flashes the 
name of the form whose questions you have used,) At the bottom of 
the screen, the program displays this menu: 



To use printer positions from Hashing form press ENTER, or sat 
N ew ones. S end info to printer, view next P age or D isk 
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7. Use the print positions from an existing form or write new 
Ones. 

• To write new print position?, flash the new form and type 1p . 
The program displays the Set/Revise Print Positions Screen so 
that, yon can set new print positions. 

• To use the print positions from an existing form, flash the form 
and press (BOBS. The program copies the print settings to the 
new form you are creating. It leaves the existing form intact. 

When you have an existing form and you wish to change the pitch, 
it is a good idea for you to create a new form using the questions 
from the existing form and set new printer positions. 

When you finish setting new positions, or you use existing print 
positions, the program returns to the Main Menu. 
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PRACTICE; WORKING WITH FORMS 



Here are three exercises you can use to practice working with forms. 
You will work with the three forms (OVERDUE, ACE, and CARE) 
stored on the Formation program diskette. 

For these exercises, you need a formatted data diskette and your 
backup of the Formation program diskette. 



Exercise 1 



Follow these steps. 



itc-frr to thesp 
pages for help. 



1. Modify a diskette for use in drive 1. 180 

2. Make a hardcopy of the Directory of Forms from the 
program diskette. 183 

3. From your backup of the program diskette, copy the 
OVERDUE, ACE, and CARE forms to the data diskette in 

drive 1. 181 

4. Erase the OVERDUE, ACE, and CARE forma from the 
backup of the program diskette. 182 

6. Hardcopy the Directory of Forma to confirm the changes. 163 



Exercise 2 



Follow these steps. 



Refer to these 
pages for help. 



You will use the ACE form (Form 2) to create a new form that 
salespersons can use to fill out the purchase order (Form 4), 
Vou will need to make several photocopies of Perm 4 to work 
with, 
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1. Copy ACE to a new form. Name it PO (for "purchase 
order"). 181 

2. Print the questions from PO. 165 

3. Using Form 4 and the printout from PO. plan the ques- 
tions you need for the purchase order form, (You will 
delete some questions and write new ones.) 145 

4. Bevjse the questions for PO. 168 

5. Revise the print positions for PO. 172 

6. Test your new form by printing it on the photocopy. 

Exercise 3 

This ia a difficult exercise. 

Revise the ACE form (Form 2} so that it can be used to fill in both the 
invoice and the purchase order PO [Form 4). In other words, you will 
have two forms: both with the same questions but each with different 
print positions* 

Either form can be used to answer the questions. To print the answer 
file, you simply select the form for the printout you want. 

For example, salesman Howard answers the questions for the PO 
form and names the answer file Kwik Stop. 

• To print the answers on the purchase order, you select PO and 
print the Kwik Stop Answer File. 

• To print the answers on the invoice, you select ACE and print the 
Kwik Stop Answer File. 



Suggestions for Completing the Exercise 

1. Make several photocopies of Form 2 and Form 4 to work with. 
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2. Revise the questions from ACE so that the questions can be used 
for both the invoice and the purchase order. Call the new questions 
WORK. 



2 
> 

9 
o 



3. Great* two new forms; 

NEW ACE uses the questions from WORK. You set new print 

positions Tor the invoice. 

NE WPO uses the questions from WORK. You set new print posi- 
tions for the purchase order. 

4 . Erase the o I d forms (WORK and ACE) , rename NEW ACE as ACE, 
and NEWPO as PO. 



t" 1 



190 



c 

VII. READY REFERENCE 



( 



t 



( 



42. ERROR MESSAGES 



He re is a list of error messa ges tha t youinay encounter as you uae the 
Formation program. Press IBBEAK) to clear a message. 



Answer does nol verity — please try again 

■ The program has checked an answer and found it incorrect, Retype 
the answer. 

Column number must be between 1 and 16 — try again 

• You have specified a column not in the specified range. 

Formula not solved because answer number nol tound 

• A formula contains a reference to a non-existent answer. 

Formula not solved because date, out of range 

• The program cannot solve a formula because the date is out of the 
range specified in the formula. 

FormuLi not solved because of bad syntax 

• The program cannot solve a formula because the operator has 
typed information that the computer does not recognize. This is 
frequently a mistyped character or code. 

Formula not solved because of number too large 

• A program overflow has been caused by a number larger than 20 
digits. 

Formula would require loo much memory to solve 

• You have created a formula that requires more "scratchpad" RA M 
(a part cf the memory reserved for deciphering formulas) than the 
system can handle. 

More than g choices defined in multiple choice question 

• You cannot use more than nine choices in a multiple-choice 
question. 
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Multiple choice answers must be deleted and reset 

• You cannot shift or revise a multiple-choice question. You must 
delete and reset the question. 

No choices defined in multiple choice question 

• You have not defined any choices for a multiple-choice question in 
the text of the question on the Write/Revise Questions Screen. 

No more room In memory 

■ The system has had a memory overflow. 

No printer position set for this question 

• You have attempted to move to a question that has not yet been set. 

No such question 

• You have attempted to set a position for a question number that 
does not exist. 

Number too large or too small 

• You have input a number that is out of the specified range. 

Only 1 S columns allowed 

• You have specified more than 16 columns. 

Place cursor on form entry and try again 

• You have attempted to access a form while the cursor was posi- 
tioned on the name of the diskette- Move the cursor to a form and 
try again. 

Place cursor on valid drive and try again 

• You have attempted to access a file on a non-existent drive or a 
drive that does not contain a modified diskette. 

Please position cursor on setting and try again 

• You have attempted to shift a print position where none exists. 

Move the cursor to the print position you want to shift and press 
(XI again. 
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Primer lile not on disk — please tiy again 

• Yqu have specified a. printer other than DW2, DWP. or DMP2100. 

Salad another form and try again 

• You have pressed [EtifEfl l on the form you just created to use as 
existing form's questions. 

Printer not ready — continue (YrN)? 

• You have attempted to display the Set/Revise Print Positions 
Screen or to use the printer, but the printer is not turned on and on 
line. Be sure the printer is ready and then type CE). 

BREAK key recognized: Do you wish to continue (Y/N)? 

• You have pressed (ffiEffii while the printer was operating. The 
program is asking if you want to continue printing or to cancel the 
operation. Type CO to continue printing. Type OD to cancel the 
printing operation. 

No. answer kind has been changed — continue (Y/N)? 

• The kind of answer no longer corresponds to the question, and the 
answer may not print correctly. 

In addition to the preceding messages, the operating system of your 
computer may display other messages. See your Model 4 Owner's 
Manual for an explanation of these messages. 



195 



43. MODEL III READY REFERENCE 



The Model LIE version of the Formation program works in the same 
way as the Model 4 version, but the screens are slightly different. The 
Model 4 screen is 80 characters wide, but the Model III screen dis- 
plays only 64 characters at one time. The Model III displays Lhe 
menus and directories in full on the screen, but the screen will 
"scroll" over when you set print positions beyond column 64 on the 
Set>Revise Print Positions Screen. 

You can use this Manual to work with the Model III Formation 
program, but you should note the following differences: 

• You need a 4SK Model III. 

• When answering a "text" question, the field length is 64 rather 
than 80. 

• Press® instead of (HID and SOMi 

• Hold down SHUT) and press GD to turn the Caps Mode on or olf. 

• Instead of displaying 19 entries in a directory, the Model III dis- 
plays 11 entries. (The diskette name counts as one entry.) 

• The directories will not display the message Drive (1, 2. or 3) not 

modified for FORMATION unless an unmodified diskette is present 
in a drive. If there is no diskette or the drive is not connected to the 
system, the program will not display the message. 

• Reverse video is not used. 



Contents 

Loading Formation 197 

Working With the Directories. ...,,..,.......,., 197 

Fields 198 

Filling Out ft Form 198 

The Answer Questions Screen .200 

Revising Answers. . - 201 

Print Codes 201 
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Special Characters 202 

Printing Answers , , . , , 202 

Answer File Maintenance 202 

Creatine Forms 203 

The Write/Revise Questions Screen .203 

Formulas ,,..,.... .205 

The Set/Revise Print Positions Screen 207 

The Help Screen 208 

Moving the Cursor and Printhead 208 

Setting Margins and Tabs 209 

Setting Answer Positions 210 

Print Current Settings ....,., 210 

Changing Answer Positions , -211 

Additional Information for Number, Date, and 

Multiple-Choice Questions 211 

Form File Maintenance .214 

The Revise Menu ,...,,.,,... 215 

Planning a Form 216 



Loading Formation 

1. Insert a backup of the program diskette into drive 6 and turn on 
the Model III. 



2. Answer the date and time prompts and press 

3. Type CEH3DODQD and press CEHTB0, 



Working With the Directories 

CB Moves the flashing up one line at a time. 

© Moves the flashing down one line at a time, 

fSHIrTl © Flashes the first 11 entries from drive 9- 

CSHIFT] (3D Flashes the last 11 entries from the highest num- 

bered drive. 

CFJ Displays the next page. 

GD Displays the nest diskette. 

fBREAKl Displays the previous menu and clears error 

messages. 
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Fields 

Typing in Fields 



(enter: 
SHTET SE 



Enters what you have typed. 
Tunis Caps Mode on and off. 



Moving the Cursor Through the Field 

Q Moves the cursor one character to the right. 

I.*—) Moves the cursor one character to the left. 

[SKIFTJ GB Moves the cursor to the last typed character. 

(SHIFT) (i^) Movea the cursor to the beginning of the field. 



Editing Fields 

Overstrike 

©CD 
(HKB 

(SHIFT) lECIaRI 



Type one character on top of another. 
Inserts one character at the cursor. 
Deletes the character at the cursor. 
Clears from the cursor to- the end of the field, 
Chops off characters from the cursor to the end 
of the field. 



Filling Out a Form 

1, From the Main Menu, type CD to select Fill out a Form. 

2. In the Directory of Forms, display the form and flash it. Then press 
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The Directory of Forms 



( 



FILL OUT A FORM 
Form name Created Revised Description 

Diskette name: Drive: Space available: 



( 




Use arrows to flash different forms, press ENTER to select form, 
or view next [P]age or next [Djsk 

The Directory of Answer Files 



c 



DIRECTORY OF ANSWER FILES FORM selected: ' 
File name Created Revised With form Comments 

Diskette name: Drive: Space available: % 






answer [Qjueslions, print [CJompleted form, [RJevise answers, 
view next [P]age or [D]isk. print [Answers 



:;in 



Z, Type QD to select answer Questions. 

4. Type a response to the name prompt and press (EHI£fi). 

5. Type a response to the description prompt and press 1EHTIHJ . 



Name of answer lite? , 



Description ot answer iile? . 



Naming the Answer File 

Type up to 16 characters for the name and press (ESTEE. 
Type up to fl characters for the description arid press CENTEH1. 



The Answer Questions Screen 

ANSWERS FOR OVERDUE 



( 



No previous question 



Question number: 
(loxt of question) 



K.r.3: 



( 



Answer 



Next question no. : (text of next question) 



Up-orrow to previous, down-arrow to next, sti if I -arrow to first 
or last. CTRL'A to add or CTRL-D to delete character 



Answering Questions 

Text questions Type up to 64 iharaclcrs and press UMIffJ). 

Number question Type numbers, decimal, or minus sign onty 

&nd press GHBrB- 



C 
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Date question Type the date in the format MM/DD/YY (or 

M/D/YY and press fSRTtffi V 
Multiple-Choice Move the cursor to ( ) and press ( 



Displaying Answers 

CB Displays the previous answer, 

C*>*l Displays the nerf answer. 

[SHIFT fD Displays the /irsi answer. 

CSHIfTI C±) Displays the last answer. 



Verifying Answers 



(mm 

OD 



To accept the answer. 
To verify it. 

If the answer is wrong. Type the correct answer and 
press dHHE)- 

1 Answer does not verify 7 — please Iry again 

Cancels the message. Retype the answer and press 
IMS). 



Revising Answers 

1. Display the Directory of Answer Files. 

2. Flash the answer file and type QD- 



Print Codes 

When answering questions, you can use these codes: 

Underscore (g) QQ 

Bold f®£El 

Strik* through <@) W 



2f)l 
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Special Characters 

To print This code appears 

on the form Hold down And type on the screen. 



* 
D 
¥, 
V* 
V* 
« 

* 
/ 



2D 



;© 



(£D 



(o:: 
OD 
3) 
CB 
£D 
CB 
OD 
(E 
CD 
OD 



:.■■■ 



7 
8 
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Printing Answers 

1, Display the Directory of Answer Files. 

2, Flash the answer file. 

3, Type OD to print the answers on the preprinted form. Type CD to 
print the answers as a list. 



Answer File Maintenance 

1. Insert the diskette^) and load the formation program. 

2. From the Main Menu, type QB to select Answer File MaintenancC- 
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To Modify a Diskette 

1. Type QBD to select Modify c skerte. 

2. Type tho drive number of the diskette you want to modify. 

3. If tho diskette has been modified before, type CD or 3D. 

To Copy an Answer File 

1, FlBBh tho answer file you want to copy. 

2, Typo QD to aolect Copy answer file. 

3. In tho field, type a name for tho copy and pros* (EHUD, 

4. Typo the drive number of the diskette to which you want to copy 
the answer file. 

To Erase an Answer File 

1. Flash the answer file you want to erase. 

2. Type QD to select Erase answer file. 

3. TypoCDwdl. 

To Hardcopy the Directory 

1. Type QBD t* select Hardcopy directory. 

2. InRcrt n tfheet of paper into the printer and press any key. 



Creating Forms 

1. From tho Mam Meno. type S) to select Croato or flcviso a Form, 

2. Move the flashing to the diskette you want to store tho form on and 
typeGD. 

3. Type responses to the name and description prompts and set the 
print parameters. 
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Naming the Form 

Type up to IS characters Tor the name and press (jiHlEBJ. 

Type up to 26 characters for the description ami press IBIEK 1 . 
Setting the Print Parameters 
Name *t printer to be used? DW2 



( 



How many characters per inch (4-20)? 1 

How many lines to the page (4-99)? 6$ 

How wide Is the page (4-1 68 characters)? S0_ 

Change the responses and press jJEHTEfl) or prew (EHHE) to keep the 
response. 

To Write New Questions 

Type QD to write Now questions. 



The Write/Revise Questions Screen 



( 



WHITE/REVISE QUESTIONS FOR NEWFORM 
No Previous Question 

[ ) Enter Question number: 

f ] Kind; [Tjoxi, [Njumber. [D]ate. [Multiple choice 

t ] Condition: [A]lways. [Formula 

[ ] Source: [K]ey board, [Formula 

f ] Verify: [fvijarwal, [N]or*e, [Fjprmula 

[ ] Add answor to columns: [Y]as, [N]o 

I ] Enter text of question: 

[ J See [N]exi/[P]rovious question, [A]dd or [D]eloto question 

Please typo question number: 



No next question 

BREAK - done, CTRL-N - next, CTRL-P =prewx» 1 ShHt-arrowS - litUSt 



V 
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Write/Revise Questions Screen Conventions 

(D Moves the cursor down to the next brackets. 

m Moves the cursor up to the previous brackets. 

(M) GD Displays the next question. 

® CD Displays the previous question. 

SHIFT) CD Displays ihe first question. 

SHIED fTl Displays the last question. 

The Command Line 

[ ] See [N]exl/[P]revious question. [A]dd or [DJelete question 

Position the cursor in the brackets: 

QD Displays the next question. 

CE Displays the previous question. 

CD Adds a question before the one displayed. 

QD Deletes the question displayed. 



Formulas 




Constants 






Symbol 


Purpose 


Example 


# 

C 

n 


To use an answer 
To use a column total 
To use a date 


#4 
C5 
D05/1B/85 


Arithmetic 


Opera tots 




Symbol 


Purpose 


Example 


+ 
* 


Addition 
Subtraction 
Multiplication 
Division 


(#7 + #4) 
(#7- #4) 
(#7*#4) 
<#7/#4) 
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Relational Operators 
Symbol Purpose 



Example 



= 


Equals 


#3 ■ 215 


.'- 


Greater than 


#3 > 215 


< 


Less than 


#3 < 215 


>— 


Greater than or equal to 


#3 > - 215 


< = 


Less than or equal to 


#3 < = 215 


< > 


Not equal to 


#3 <> 215 


Logical Operators 




Symbol 


Purpose 


Example 


AND 


Both must be true. 


(#11 = 2) AND 
C#15 = l) 


OR 


Either may be true. 


(#11 =2) OR (#15=1) 


NOT 


Reverses logical value. 


NOT(O) = 1 
NOT(l) - 


Functions 






Symbol 


Returns 


Example 



INTXarg) Integer not larger 

than arg 
RND(Argl; Arg 1 rounded by arg 2 
Arg2) 



ABS(arg) Absolute value of arg 



INT034.99) - 334 

RND(3 34,54 545: 100) 

- 300 
RNDE334.54545;.00) 

= 334.55 
ABS(IOO) = 100 
ABSC-100) - 100 



Parentheses 

Nest logical and arithmetic operations 
parentheses. 

Enclose negative numbers in parentheses. 

Order of Logical Expressions 
Left, t* right, 

20S 



by enclosing them in 



Order of Operations for Arithmetic Expressions 



( 



1. Functions 

2. Nested parentheses 

3. Multiplication and division 

4. Addition and subtraction 



c 



The Set/Revise Print Positions Screen 



SET/REVISE PRINT POSITIONS FOR NEWFORM 



c 




— 1 0—1 5—20— 25— 30— 35-^*0 -45— 50— 55— 6 



Pago: 1 
[A] sets 



Line: 1.0 Column: 1-0/6 Fractional spacing Off 

answer, BREAK exits, press H for HELP 
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The Help Screen 



To display the Help Screen, type (E)- 

To return to the Set'Revise Print Positions Screen, press any key. 

ARROWS 4 SPACEBAR move prinler. Shift arrows page £ lab printer. 

ENTEH moves printer 1o left margin. 

[F] turns Fractional spacing mode on and off. 

[M] Moves printer to any setting, [N] lo any page Number, 

[L] sets new Left margin. [Ft] sets temporary Right margin. " 

\T] sets and resets a Tab. 

[A] sets Answer to print at printer position. 

[S] Shifts selling at printer position to new position. 

[D] Deletes the setting at the printer position. 

["] (quote mark) prinls literal text. 

CLEAR-U underscores a setting. CLEAR-S prints it struck out. 

CLEAR-C prints setting all caps. CLEAR-B prints setting in bold. 

[?] (question mark) lets text be entered at print time, 

[P] Prints a hard copy of current pn'nfer settings. 

[J (period) sends a period to primer Immediately. 



c 
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Moving the Cursor and Printhead 

The screen will "scroll" vertically and horizontally to position ques- 
tions beyond the screen width. 

Position the Cursor 



S) 

'SHIFT ->: 

GMFJE) 
(EfiKH) 



Moves the cursor anc column to the right. 
Moves the cursor one column to the right. 
Moves the cursor one column to the left. 
Moves the cursor up one line. 
Moves the cursor down one line. 
Moves 10 tab or end of the line. 
Moves to previous tab or start of the line. 
Moves to left margin. 



I 
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Turn Fractional Spacing On and Off 
TypeCE). 

SPACE) Moves the printed 1/6 of 3 column to the right, 

£3 Mo veu the printhead 1/6 of a column to the right, 

© Moves the printhead 1/6 of a column to the left, 

© Moves the printhead up one half line, 

(*) Moves the printhead down one half line. 

When the pitch is set to 6 or 12, fractional spacing is 1/5 of a column. 

To Move to a Specific Answer 

1. Type CD. 

2. Type the answer number and press IEHIER i. 

To Move to Next Page 

1. Press fSHIFT) (£>. 

2. Tnsert the next page into the printer and press any key. 

To Move to Previous Page 

1. Press rS'HIFn ©. 

2, Insert the previous page into the printeT and press any key. 

To Move to a Page Number 

1. Type CD. 

2. Type the page number. 

3. Insert the specified page into the printer and press any key. 

Setting Margins and Tabs 

To Set and Clear Tabs 

1. Move the cursor to the position. 
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2- Type CD- 

To Sc< a Left Margin 

J. Move the cursor to the position. 
2. Type CD. 

To Set a Right Margin for an Answer 

1. Move the cursor to the position. 

2. Type CD, 



Setting Answer Positions 

To Send Period to Printer (To Test a Position? 

Type CD 

To Set an Answer Position 

1. Position the cursor. 

2. Type CD for answer, 

3. Type the number of the answer and press [ENTER) , 

4. Type additions I information as prompted. 



Print Current Settings 

To Print 

1. Type CD- 

2. Insert paper into the printer 

3. Press any key. 
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Changing Answer Positions 

To Shift an Answer Position 

1. Position the cursor on the answer. 

2. Typoffi. 

3. Move Uie cursor to the new position, 

4. Type OD. 

To Delete an Answer Position 

I. Position the cursor on the answer. 

2.TypeOD. 

3. Type CD or 00, 

Additional Information for .Number, 
Date, and Multiple-Choice Questions 

Number Questions 

Alter you have typed GO and the question number, select the style, 
zeros, and format: 

Style 

Left: ills. SO 

Right: 215.50 

Aligned: 215 .50 

The position you have sot 

rdma 1 : 2 1 at, 22 nd, 23 rd , 24th 
Spelled: two hundred and fifteen 

Zeros 

Ye* Prints answers with the value of 0. 

No Does not print answers with a value of 0, 
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To represent each numeral. 

To specify the position of the decimal. 

To separate thousands in the answer. 

To print a dollar sign as part of the answer. 

To fill blank spaces with asterisk*. 

To print a minus for negative numbers. 

To print a negative answer in parentheses. 



( 



To print 


In the format 


T>'i.r 


1,254.25 


1,254.25 


#,###.## 


1,254.25 


1,254 


*,### 


1,254.25 


$1,254.25 


$#,###.## 


1,254.25 


1254.25 


####.## 


1,25425 


S**l,254.25 


£■*■ *••_** 


-1,254.25 


-1,254.25 


-#.#'##-## 


-1,25425 


(1,254.25) 


(#,###.##) 


1,254.25 


1,254.2500 


#,###.#### 


Date Question 







After you have typed CB and the question number, select the format: 



C. 



To print 


In the format 


Type 


05/01/85 


5/1/S5 


OD 


05/01/85 


05/01/85 


: i i 


05/0 1/B5 


05 


:2i 


05/01/83 


01 


:3j 


05*1/85 


85 


<A) 


05/01/85 


May 1st, 1985 


CE 


05/01/85 


1st day 


OD 


05/01 .'85 


5th month 


■7i 


01/01/85 


Jan. 1, 1985 


■Xi 


05/01/85 


1 May 1985 


;g) 



Multifile-Choice Questions 

1. Type GC and the question number. 

2. For each choice, position the cursor and type d). 



c 
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3. Type the text to print for this choice and press CEHTEfl) . 
Literal Text 

1. Position the cursor. 

2. Type CD 

3. Type the text and press EHTETD . 

Keyboard Input 

1. Position the cursor. 

2. Type C£. 

3. Type a message and press ( ENTER) . 

To Set Print Codes in Answers 

Position the cursor on the print positions and 

Hold down © and type QD for underscore. 
Hold down (M) and type QD for bold. 
Hold down ® and type QD for struck through. 
Hold down ® and type QD for uppercase. 

To Use Special Characters in Literal Text 

When you use CD *^ type literal text, the Set Printer Positions Screen 
displays a field. In the field, you can type cades for ten special 

characters. (You can also use these codes when typing in response to 
the keyboard input prompt.) 
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To print This code appears 

in literal text Hold down And type on the screen, 



t 

V* 
V* 



cc 



S3 



X: 





3 
CD 


i 


31 


■ 


3D 


4 


CD 


5 


CE 


6 


CE 


7 


CE 


8 


H 


• 



Form File Maintenance 

1. Insert the diskette! s) and load the Formation program. 

2. From the Main Menu, type GD to select Form File Maintenance. 

To Modify a Diskette 

1, Type 3D to select Modify diskette. 

2, Type the drive number of the diskette you want to modify. 

3, If the diskette has been modified before, type CD or CTD . 

To Copy a Form 

1. Flash the form you want to copy, 

2. Type CO to select Copy form. 
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3. In the field, type a name For the cop)' and press {HUD. 

4. Type the drive number of the diskette to which you want to copy 
the form. 

To Erase a Form 

1. Flash the form you want to erase. 

2. Typo CE to select Erase form. 

3. Type QD or fJD. 

To Hardcopy the Directory 

1. Typo OfD to select Hardcopy cfi rectory. 

2, Insert u sheet of paper into the printer and press flny key. 



The Revise Menu 

To Revise or Print Form Questions or Print Positions 

1. From the Main Menu, select Create or Revise Form. 

2. Flash the form you want to print or revise ai>(S type CD- 

3. Keep the same name or revise it. 

4. Keep the same description or Tevise it. 

E. Keep the four print parameters or revise them. 

[Rkwlse questions, [C]riange printer positions, [Slend position 
info to printer, print [Questions, view next [PJago or [DJisk 

Type OD to revise questions. 

Type QD to change print positions. 

Type CD to print a List of the print positions. 

Type GD to print the questions. 
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Planning a Form 

1. Gather the information, 

2. List the questions needed. 

3. Group the questions. 

4. Order the questions, 

5. Plan the formulas, 

6. Number the questions. 



Running on Hard Disk 

To convert Formation to LDOS, see the Model IE LDOS manual. 
After converting the program, screen shows: 

LDOS Ready 

You type: 

DOHD 

The program is patched for Hard Diak operation, 
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44. MODEL 4 READY REFERENCE 



You can use the following information for a quick reference. For more 
detailed information, refer to the Index to locate the topic you want. 



Contents 

Alternate Keystrokes . .,.,.,,.. 218 

Loading Formation 218 

Working With the Directories 218 

Fields 219 

Filling out a Form 219 

The Answer Questions Screen ,..,..., 220 

Revising Answers 221 

Print Codes 221 

Special Characters 222 

Printing Answers 222 

Answer File Maintenance 222 

Creating Forma, 223 

The Write/Revise Questions Screen - . .224 

Formulas* .....,.,..,,,.. 225 

The Set/Revise Print Positions Screen 227 

The Help Screen 22S 

Moving the Cursor and! Prinfchead 228 

Setting Margins and Tabs , 229 

Setting Answer Positions ,.,,,,... .230 

Print Current Settings 230 

Changing Answer Positions. 231 

Additional Information for Number, Date, 

and Multiple-Choioe Questions 231 

Form File Maintenance 234 

The Revise Menu 235 

Planning a Form 236 
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Alternate Keystrokes 

The keystroke commands in the led column can be used interchange- 
ably with the dual keystroke command shown in the right column. 



dSHrmcs 


strl, nj 


SHTfD© 


gTBDfD 


•SHIFT) & 


SlOOD 


Mtw> 


ennonn 


fEHTEHl 


(ctfi;;h;. 


© 


HHDCE) 


l> ) 


[EEC CD 


(Fi 


ffiTRnnn 


GB 


sudcd 



Loading Formation 

1. Turn on the Model 4. 

2. Insert a backup of the program diskette into dri ve and press the 
Reset button. 

3. Answer the date prompt and press 

4. Type CDQDQDQD and press (ESUB) 



Working With the Directories 

CB Moves the fleshing up one line at a time, 

[■i-) Moves the flashing down one line at a time. 

tSHIMJ © Flashes the first 19 entrica from drive 0. 

SfflCEB GD Flashes the last 19 entries from the highest numbered 

drive. 
( P ) Displays the next page. 

( ; Displays the next diskette. 

(BfiEAlO Displays the previous menu and clears error 

messages. 
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Fields 

Typing in Fields 

(IMIiB) Enters what you have typed. 
(CflPSl Turns Caps Mode on and off. 

Moving the Cursor Through the Field 

S) Moves the cursor one character to the right. 

£) Moves the cursor one character to the left. 

(SHIFT) Q Moves the cursor to tho last typed character, 

(SHIED © Moves the cursor to the beginning of the field. 

Editing Fields 

Ov ers trike Type one character on top of another, 

(CTRL) CAj Inserts one character at the cursor. 

(EIBJJ CE Deletes" the character at the cursor, 

(SHIFT! (H1JK Clears from the cursor to the end of the field. 
4HIHJ) Chops off characters from the cursor to the end of 

the field. 



Filling Out a Form 

1, From the Main Menu, type CD to select Fill out a Form. 

2, Display the form, flash it, and then press (EHTH). 

3, Type QD to select answer Questions. 

4, Type a response to tho name prompt and press SHIES). 

6. Type a response to the description prompt and press OHIH) 

Sawing the Answer File 

Type up to IS characters for the name and press dBTJH). 
Type op to 8 characters for the description and press CEBJJgt- 
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The Answer Questions Screen 



No previous question 


ANSWERS FOR 




Question number: 
(text of question) 

Answor 


Kind: 








Next question no. 


(text of next question) 





Up-arrow to previous, down-arrow to next, shift-arrow to first 
or last, CTHL-A to add or CTRL-D to delete characters 



Answering Questions 



Tert question "type up to 30 characters and press (INTER). 

Number question Type numbers, decimal, or minus sign only 
and press IfiJTTHI . 
Type the date in the forma t MM/DD/YY tor 

M/D/YY and press (EM)), 
Move the cursor to ( ) and press I EHTEB.I . 



Date question 
Multiple-Choice 
Displaying Answers 



ffl Displays the previous answer. 

© Displays the next answer, 

(SJtflFn (3D Displays the first answer. 

(SHED © Displays the last answer. 

Verifying Answers 

CiNliB) To accept the answer. 
CD To verify it. 



<v 
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CE If the answer is wrong. Type the wnwt answer and press 



( ' 



Answer does not verify — please Iry again ■••••••• 

Cancels the message. Retype the answer and press &HTEB. 

Revising Answers 

1. Display the Directory of Answer Files. 

2. Flash the answer file and type GD. 

Print Codes 

When answering questions, you can use these codes: 
Underscore CEHS (3D 

Bold (KEHDCB 
Strike through (tlTJWI GD 



221 



VII 

W 
H 

> 

D 

W 

*j 
H 

W 
H 

o 



Special Characters 

To print This code appears 

on the form Hold down And type on the screen. 



t 


ffiEQB 


T. 


■ 


[CLE API 


Cil 


Vj 


[CLEAR] 


CD 


V* 


QfflflO 


CD 


V* 


CClTSIT' 


CD 


«■ 


[TjCeTO 


X' 


- 


Icleajo 


CD 


t 


iStAK 


;r 


/ 


ftLEftRl 


:s; 


• 


ffinwo 


3 



Printing Answers 

1, Display the Directory of Answer Files. 

2, Flash the answer file. 

3, Type QD to print the answers on the preprinted form. Type CD to 

print the answers as a list. 



Answer File Maintenance 

1. Insert the diskette(s) and load the Formation program. 

2. From the Main Menu, type CD to select Answer File Maintenance. 



^2 
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To Modify a Diskette 

1. Type GD to select Modify diskette. 

2. Type the drive number of the diskette you want to modify. 

3. IT the diskette has been modified before, type QD or QD- 

To Copy an Answer File 

1. FlftBh the answer file you want to copy, 

2. Type QD to select Copy answer (Me, 

3. In the field, type a name for the copy and press (EHIEH). 

4. Type the drive number of the diskette to which you want to copy 
the answer file. 

To Erase an Answer File 

1. Flash the answer file you want to erase. 

2. Typo CD to select Erase) answer fife. 

3. Typo CD or QD 

To Hardcopy the Directory 

1. Type QD to select Hardcopy directory. 

2. Insert a sheet of paper into the printer and press any key. 



Creating Forms 

1. From the Main Menu, type 3D to select Create or Revise a Form, 

2. Move the fleshing to the diskette you want tostoTQ the form on and 
type CD 

3. Type responses to the name and description prompts and set the 
print parameters. 



I 
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Naming the form 

Type up ta 16 characters for the name and press 'EHTER i. 



Type up to 26 characters for the description and press fEHTEfl) . 
Setting the Print Parameters 
Name of printer to be used? DW2_ 



How many characters per inch (4-23)? 13 

How many lines to Ihe page (4-99)? 66 

How wide is the page (4-168 characters)? 80_ 



Change the responses and press [ENTER) or press (EHTEF1) to keep the 
response. 

To Write New Questions 

Type (D to select write New questions. 

The Write/Revise Questions Screen 



WRITE/REVISE QUESTIONS FOR NEWFORM 



No Previous Question 






] Enter question number: 

] Kind: T ext, N umber, D ate, M ultiple choree 

] Condition: A Iways, F ormula 

] Source: K eyboard, F ormula 

] Verify: M anual, N one, F ormula 

] Add answer to columns: Y es. No 

] Enter text of question: 
. ] See N ext or P revious question, A dd or D elete question 
Please type question number: 



■ 



No next question 



. 



I 



3REAK=done, CTRL-N=next, CTRL-P- previous, shift-arrows = Istflast 
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Write/Revise Questions Screen Conventions 

>;: .Moves the cursor down to the next brackets. 

(7t Moves the cursor up to the previous brackets. 

ICTHLJ (S) Displays the next question - 

ttlflJJ CD Displays the previous question. 

[SHIFT) CS Displays the first question. 

[SHIFT) (D Displays the last question. 

The Command Line 

[ ] See N ext or P revious qjestion. A dd or p elele question 

Position the cursor in the brackets: 

QD Displays the next question, 

CD Displays the previous question. 

QD Adds a question before the one displayed. 

OD Deletes the question displayed- 



Formulas 






Constants 






Symbol 


Purpose 


Example 


# 
!> 


To use an answer 
To use a column total 

To use a date 


#4 
C5 

D05/16'6S 


Arithmetic Operators 




Symbol 


Purpose 


Example 


+ 

« 
/ 


Addition 
Subtraction 
Multiplication 
Division 


(#7 + *4) 
(#7 - #4) 
(#7*#4) 
(#7/#4) 
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Relational Operators 



w 


Symbol 


Purpose 


Example 


H 


_ 


Equal? 


#3 - 215 


> 


> 


Greater than 


#3 > 215 


< 


Leas than 


#3<215 




>- 


Greater than or equal to 


#3>- 215 


<:■ 


Less then or equal to 


#3< = 215 


c > 


Not equal to 


#3 <> 215 


w 


Logics! Operators 






Symbol 


Purpose 


Example 


AND 


Both must be true. 


(#11 = 2* AND (#15 = 1) 


OR 


Either may be true. 


(#11-2) OR (#15 = 1) 


o 


NOT 


Reverses logical value. 


NOT(O) - 1 






NOTU) - 


Functions 






Symbol 


Returns 


Example 


H 


INTtarg) 


Integer not larger 

than arg 


INT(334.99> = 334 




RNDtArgl; 


Arg 1 rounded by arg 2 


RNDf334.54545;100) 




Arg2) 




= 300 
RND 334.64545;.00> 
= 334.55 




ABS(arg) 


Absolute value of arg 


ABSU00) = 100 
ABS( - 100) = 100 



Parentheses 

Nest logical and arithmetic operations by enclosing them in 
parentheses. 

Enclose negative numbers in parentheses. 
Order of Logical Expressions 
Left to right. 



f 
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Order of Operations For Arithmetic Expressions 

1. Functions 

2, Nested parentheses 

3, Multiplication and division 

4. Addition Had subtraction 



The Set/Revise Print Positions Screen 



SET/HEVJSE PRINT POSITIONS FOR NEWFORM 

1 
2 
3 

* 
5 
6 
7 


9 

to 

11 
12 
13 
14 
15 
16 
17 
IS 

(_5-„1 J...1 5---£9— 2S~3<!i -35-40--4S--SS-SS~6fl."6S-7&-75 



Page: 1 Une: 1.0 Column; 1-0/6 Fractional spadnfl OFF 
A M!i iwwer. BREAK exits, press H for HELP 
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The Help Screen 

To display the Help Screen, type QD- 

To return to the Set/Revise Print Positions Screen, press any key. 



ah rows & SPACEBAR move printer. Shift arrows page &. lab primer, 

ENTER moves printer to left margin. 
F turns Fractional spacing mode on and off, 

Moves printer to any setting, M to any page Number, 

sets new Left margin. R sets temporary flight margin. 

sets and resets a Tab, 

sots Answer to print at printer position. 

Shifts setting at printer position to new position. 

Deletes the setting at Ihe printer position, 

(quote mark) prints literal text. 
CLEAR-U underscores a setting. CLEAR-S prints it struck out. 
CLEAR-C prints setting all caps. CLEAR- B prints setting in bold, 
? (question mark) lets text be entered at print time. 
P Prints a hard copy of current printer settings. 

(period) sends a period to the printer immediate ly. 



M 

L 
T 
A 
S 
D 
t 



Moving the Cursor and Printhead 

Position the Cursor 

ISffliJEJ Moves the cursor one column to the right. 

GD Moves the cursor one column to the right. 

(+-) Moves the cursor one column to the left, 

S3 Moves the cursor up one line. 

(±) Moves the cursor down one line. 

gjjlig ® Moves to tab or end of tha line. 

(SHIFT] OR) Moves to previous t,ih or Start of the lillft 

ESrfKi Moves to left margin, 

Turn Fractional Spacing On and Off 
Type CD. 



V 
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Moves the printhead L/6 of a column to the ri«ht. 

Moves the printhead 1/6 of a column to the right. 
© Move* the printhead 1/6 of a column to the left. 

(*\ Moves the printhead up one half line. 

© Moves the printhead down one half line. 

When pitch is set to 6 or 12, fractional spacing is 1/5 of a column. 

To Move to a Specific Answer 

l.TypeCB, 

2, Type tho answer number and press C EN TEH] . 

To Move to Next Page 

1. Press (SUED 3). 

2. Insert the next page into the printer and press any key. 

To Move to Previous Page 

1, Press (SUED E). 

2. Insert the previous page into the printer and press any key. 
To Move to a Page Number 

1. Type 0D- 

2. Type the past' number, 

3. Insert the specified page into the printer and press any key. 



I 



Setting Margins and Tabs 

To Set and Clear Tabs 

I Move the cursor to the position. 
2. Type CD. 
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To S*l a Left Margin 

1, Move the cursor to the position. 

z. iyp# CD- 

To Set a Right Margin for an Answer 

L Move the cursor to the position. 

2. Type (B- 



Setting Answer Positions 

To Send Period to Printer (To Test a Position) 

Typ< - 

To Set an Answer Position 

1. Position the cursor. 

2. Type QD for answer. 

3. Type the number of the answer and pnjw (HUES- 

4. Type additional information as prompted. 



Print Current Settings 
To Print 

1. Type CE>. 

2. Insert paper into the printer. 

3. Press any key. 
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Changing Answer Positions 

To Shift an Answer Position 

1. Position the cursor on the answer. 

2. Typo (El, 

3. Move the cursor to the new position. 

4. Type®. 

To Delete an Answer Position 

1. Position the cursor on the answer. 

2. Type 0D- 

3. Type CE or OD. 



Additional Information for Number, 
Date, and Multiple-Choice Questions 

Number Questions 

After you have typed CE and the question number, select the style, 
zeros, and format. 

Stylo 

Left: 21550 

Right: 215.60 

Aligned: 215.50 

The position you have set 
Ordinal: 2Ut, 22nd, 23rd, 24th 
Spelled: two hundred and fifteen 



Zeros 



Yes Prints answers with the value of 0. 

No Does not print answers with a value of 0. 
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Format 



< ' 



To represent each numeral 

To specify the position of the decimal 

To separate thousands in the answer 

To print a dollar sign as part of the answer 

To fill blank spaces with asterisks 

To print a minus for negative numbers 

To print a negative answer in parentheses 



( 



To print 


In the format 


Type 


1,254.25 


1,254.25 


#,###.## 


1,254.25 


1,254 


#,### 


1,254.25 


51,254.25 


£#,###,## 


1,254.25 


1254.25 


filfl/f/ J: !i 


1,254 25 


$**1.254.25 


«*** *** *+ 


-1,254.25 


- 1,254.25 


-#,#'##.## 


- 1,254.25 


(1,254.25) 


(#,###.##] 


1,254.25 


1,254.2500 


#,###.#### 



Date Questions 

After you have typed CD and the question number, select the format. 



( 



To print 


III the format 


Typr 


05/01/85 


5/1/85 


m 


05/01/85 


05/01/85 


CO 


05/01/65 


05 


;-2) 


05:0 1:85 


'J I 


C3) 


05/01/85 


85 


<A- 


05/01/85 


May 1st, 1985 


(s: 


05/01/86 


1st day 


re; 


05/01/S5 


5th month 


OT 


oi/oi/es 


Jan. 1, 1985 


■A] 


05/01/85 


1 May 1985 


:.9'» 



Multiple-Choice Questions 

1- Type GD and the question number. 

2. For each choice, position the cursor and type CD- 



V 
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3. Type the text to print for this choice and press (HUES). 
Literal Text 

1. Position the cursor. 

2. Type CD- 

3. Type the text and press (E»TFF[i. 

Keyboard Input 

1. Position the cursor, 

2. Type CD. 

3. Type o message and press (enter) . 

To Set Print Codes in Answers 

Position the cursor on the print positions and 

Hold down (HJ7B3 and type GD for underscore. 
Hold down CClEAffi and type CD for bold. 
Hold down (EEEBD and type GD for struck through. 
Hold down (££EAfi) and type GD f° r uppercase. 

To Use Special Characters in Literal Text 

When you use CD to type literal text, th c Set Fri n ter Positi ona Screen 
displays a field. In the field, you can type codes for ten special 
characters. (You can also use these codes when typing in response to 
the keyboard input prompt) 



233 



VII 

w 

► 

S3 
H 
Z 
O 



To print This code appears 

in literal text Hold down And type on the screen. 



e 


XLEAR. 


T. 


6 


(TXESFQ 


:.i: 


W 


CCLEAR) 


:z: 


¥* 


I CLEAR) 


:.3.: 


V* 


(SUB 


OD 


». 


(CLEAR.) 


CE 


ID 


f CLEAR) 


CD 


t 


(SHAH) 


CD 


i 


lCLEARJ 


CE 


& 


fCLEAH! 


CS 






Form File Maintenance 

1. Insert the diskettes) and load the Formation program. 

2. From the Main Menu, type CD to select Form File Maintenance. 

To Modify a Diskette 

1. Type (D to select Modify diskette. 

2. Type the drive number of the diskette you want to modify, 

3. If the diskette has been modified before, type CD or GO- 
To Copy a Form 

1. Flash the form you want to copy. 

2. Type CD to select Copy form. 
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3, In the field, type a name for the copy and press CE6QHK- 

4, Typo the drive number of the diskette to which you want to copy 

the form. 

To Erase a Form 

1. Flash the form you want to erase. 

2. Typo CD to select Erase form, 

3. Type CD or QD 

To Hardcopy the Directory 

J, Type QD to select Hardcopy directory. 

2. Insert a sheet of paper into the printer and press any key. 



The Revise Menu 

To Revise or Print Form Questions or Print Positions 

1. Prom the Main Menu, select Create or Revise Form. 

2. Flash the form you want to print or re vise and typ« QJJ. 

3. Keep the same name or revise it 

4. Keep the same description or revise it 

5. Keep the four print parameters or revise them. 



R aviso questions, C harige printer positions, S end poslUon 
info to primer, prim Q uesiions view naxi P ago or D isk 

Typo QD to revise questions. 
Type GQ to change print positions. 
- ^ Type CD to print a list of the print positions. 

Type QD to print the questions. 
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Planning a Form 

1. Gather the information. 

2. List the questions needed. s 

3. Croup the questions. 

4. Order the questions. 

5. Plan the formulas, 

6. Number the questions- 
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INDEX AND 
PRACTICE FORMS 



INDEX 



ADS (function). 115 
Addition i n form U I as. 1 1 1 
Add questions. 170 
Aligning numbers, 134 
AND (logical opercilor), 113 
An* wens: 
displaying. 53 
entering in a field, 22 
kinds of questions, 38 
printing, 58 

1 1 - v i - ; l j ■. ; ; . 63 

revising in a field, 56 

jetting print positions. 131 

typing in field, 22 

verifying, 42 
Answer file: 

copy an, 73 

default, 79 

erasing an, 75 

information in directory, 15 

naming nn. 31 

storing an, 69 
Answer file maintenance. 68 
Answer questions screen , 35 
Answering form questions, 38 
Argument, (arg), 114 
Arithmetic cxpi < -. .. ■-•_.: . 119 
Arithmetic operators. Ill 

Backup a diskette, 4 
Bold. 48, 142 

CalcuEati ng answers , formulas 
for. 109 
i Capitals, print all, 142 

Caps mode. 23 

Characters per inch (pitch), 96 
Check print position, 131 
Chop end of field. 26 



Clearing a field. 26 

Clear an error message. 21 

Columns dcfiner. 106 

Columns in formulas. using, 110 

Command line. 108 

Components, 3 

Condition dcfiner, 103 

Constants, 110 

Copying* form. 1S1 

Copying an answer file, 73 

Creating a farm; 
formulas, 109 

hnretcopy print pox i lions, 141 
moving the print he ad, 126 
naming and describing a form. 95 
overview, 89 
planning a form, 145 
print codes, 142 

seVrcvise print positions screen, 120 
setting print parameters. 97 
setting print positions. 131 
using another form, 185 
writing form questions. 100 

Current question, 36 

Current question area. 101 

Cursor, moving through a fit-Id, 24 

Data diskette: 

modify a, 71,160 

prepare n, 69 
Date answer, set print position for, 136 
Dote questions, 39 
Date dcfiner. 103 
Dates in formulas: 

for addition and subtraction. 110 

for evaluating or calculating, 118 
Default answer files, 79 
Define rs; 

description of. 101 
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changing responses to, 169 
Delete in el Held, 25 
Delete question;;, 170 
Description: 

answer file, 34 

form, 96 
Directories, working with, 16 
Directory, exiting a, 21 
Directory of answer files: 

hardcopy the, 77 

overview, 14 
Directory of forms: 

hardcopy, 183 

overview, 12 

Disk drives, 3 
Diskette: 

display entries from next, 20 

format a, 4 

information in directory, 12, 14 

modify a, 71, ISO 

prepare a, 69 
Display entries, 17 
Division in formulas, 111 

Editing in a field, 24, 56 

Ending session: 
answering form questions, 41 
revising answers, 56 
revising print positions, 176 
revising questions, 171 
setting print positions, 144 
writing form questions, 108 

Entering answers, 22 

Entries: 
displaying, 17 
Selecting, 21 

Equals = , 112 

Erasing a form, 182 

Erasing an answer file, 75 

Error message, clear, 21 

Error messages, 193 

Evaluating answers, formulas for, 109 



Exiting a directory, 21 

Field: 
editing in, 24 

editing techniques, 25 ( 

Length of, 23 

moving cursor through, 24 
revising in, S6 
typing in, 22 
File management, answer, 69 
Filling out forms: 
answer questions screen, 35 
answering form questions, 36 
prim codes, 45 
printing answers, 53 
revising answers, 53 
selecting form and naming 

answer file, 31 
verifying answers, 42 
Form: 
creating a, 89 , 

information in directory, 13 (^ 

naming and describing a, 95 
planning a, 145 
selecting a, 31 

using one form to create another, 185 
writing questions, 100 
Format a diskette, 4 
Format of numerical answers, 135 
Formation: 
loading, 9 
working with, 5 
Formulas: 
arithmetic operators, 111 
constants, 109 
dates, 117 

for calculating answers, 109 
for evaluating answers, 109 
functions, 114 ^- 

logical operators, 113 
order of operations, 115 
overview, 109 
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parentheses, 115 

relational Operators, 111 
Fractional spacing, 126 
Functions, 114 

Grea ter than >, 112 
Greater than or equal to > ■ 

Hafdeopy directory of answer files, 77 
Hardenpy directory of forms, 183 
Help screen, 124 
Horizontal axis, 123 

Insert in field, 25 
Installation and start-up, 3 
INT (function), 114 

Keyboard input, 60, 140 
Kind definer, 102 
Kinds of questions, 38 



erasing a form, 132 

hardcopying the directory, 183 

modifying a diskette, 180 

overview, 179 

using one form to create another, 185 
Margin, left, 129 
Margin, right, 132 
Message area, 123 
Mode] 111 ready reference, 196 
Model 4 ready reference, 217 
Model 4, working with, 3 
Modifying a diskette, 71, 180 
Moving the printhead, 126 
Moving to a print position, 1 73 
Multiple-choice definer, 103 
Multiple-choice questions: 

answering, 40 

set print position for, 137 

typing, 107 
Multiplication in formulas. 111 



Left margin, set, 129 

Length of field, 23 

Less than < , 112 

Less than or equal to < — , 112 

Lines per page, 98 

Li3t answers to printer, 58 

Literal text, 139 

Loading Formation, 9 

Logical expressions, 116 

Logical operators, 113 

Main Menu, 1 1 

Maintaining answer files: 
copying an answer file, 73 
default answer files, 79 
erasing an answer file, 75 
hardcopying the directory, 77 
modifying a diskette, 71 
overview, 69 

Maintaining form Tiles: 
copying a form, 181 



Naming an answer file, 31 

Naming a form, 95 

Nesting formulas in parentheses, 116 

Next question, 36 

Next question area, 101 

New questions, write, 99 

NOT (logical operator), 113 

Not equal to < > , 113 

Number answers, set print position 

for, 133 
Number definer, 103 
Number of question definer, 102: 
Number questions, 38 
Number sign # in formulas, 110 
Number the questions, 154 
Numbers in formulas, 110 
Numerical format in answers, 135 

Operations, order of, 11 5 

Operators in formulas, 111 
OR (logical operator), 113 
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Order of operations, 115 
Ordinal, print number as. 134 
Overstrike. 25 

Page, display entries from next, 16 
Page, move printhead to, 128 
Parameters, print, 97 
Parentheses: 

in formulas, 115 

in multiple choice questions, 40 
Pitch (characters per inch), 98 
Planning a form, 145 
Plotting area, 121 
Practice: 

creating forms, 155 

fi 11 ing out forms, 6 1 

forms for exercises, 239 

working with answer files, 81 

working with forms, 188 
Previous question, 36 
Previous question area, 100 
Print: 

answers, 58 

hardcopy of directory of 
answer files, 77 

hardcopy of directory of forms, 183 

print positions, 165 

questions, 165 
Print codes: 

bold, 48, 142 

special characters, 51, 143 

strike-through, 49, 142 

underscore, 46, 142 

using, 45, 142 
Print parameters, setting, 97 
Print position, check, 131 
Print position: 

check position, 131 

deleting a, 174 

for text answer, 132 

for number answer, 133 

for date answer, 136 



for multiple^chofc* answer, 137 

hardcopy, 141 

moving to a, 173 

print, 165 

print codes, 142 

replace one with another, 175 

revise, 172 

setting a, 131 

shifting a, 174 

working with, HI 
Print positions screen, set/revise, 120 
Printers: 

for use with Formation, 3 

setting print parameter, 97 
Printer parameter, 97 
Printhead, moving the, 126 
Prompt line (write'revise 

questions), 101 
Prompt line (set/revise print 

positions), 124 

Question number definer, 102 
Questions: 

kinds of quest ions. 38 

numbering, 154 

planning, 145 

printing, 165 

writing, 100 

Relational operators, 112 
Replace print positions, 175 
Ready rcfcrcnco for Model III, 196 
Ready reference for Model 4, 217 
Response pTea, 101 
Revising a form: 

display revise screen. 163 

overview, 163 

printing questions and print 
positions, 165 

revising questions, 16S 

revising print positions, 172 
Revising answers, 53 
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Revising print positions, 172 
Revising questions, IBS 
Right miritin, set, 132 
RND (function), 114 

Screens. Stage 1.89 
Screens. Stage 2. 6 
Sclenting a form, 31 
Selecting an entry. 21 
Set and clear tubs. 130 
Set print positions. 120 
Sefrcvisc print prwi ti ona screen, 

120, 173 
Seven define!*, 101 
Shifting o print position. 174 
Source define r, 104 
Special character print codes, 51, 143 
Spell cut numbers in answers, 134 
Stage 1: create the form, S 
Stage 1 screens, 39 
Stage 2: fill out the form. 5 
Stage 2 screens, t> 
Start-up. 3 
Status line. 123 
Storing answer files. 69 
Strike-through. 49. 142 
Subtraction in formulas, HI 

Tab to set print positions, 130 

Text answer, set print position for, 132 

Text dc-finer, 102 

Text questions, 3B 

Text of question, typing, 107 

TRSDOS format and backup. 4 

Types of quest ions (definers.), 101 

Typing in fields. 22 

Underscore, 46, 142 

User convenience, 145 

Using one form to create another, 1S5 
Verification when revising answers, 56 



Verify definer. 105 
Veri fy i n g ii ri> w e rn. ■! 2 
Vertical axis, 123 

Width orpago. 98 
Working with Formation, 5 
Write/revise questions screen, 100 
Writing form questions, 100 

Zero v:ili: i-.. in answers. 135 
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USING THE FORMS 



Here are the four forms you will need to complete the exercises that appear at 
the ends of Sections II , III, IV and VI. You can copy these forms as many times 
as you need them. 

Wlueii you. photocopy a form, try to reproduce the original as closely as possible. 
Otherwise, the program will not print the answers correctly. 
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